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CHAPTER 1
Nfhrial Tntartainmant
ililial LLUARTCI tallliiiciit
Members of the Naval Service will find that at all points in their careers they can expect to be involved

to some extent in the planning and execution of ofﬁcral ceremonies and social events. Protocol is a code of
established guidelines on proper etiquette and precedence which, when followed, lays the foundation for a
successful event.

From this foundation, the host should consider the facets which make a particular situation unique, and
from there, use imagination to design a memorabie occasion.

The most imporiant consideration in pianning should always be the comiort of one’s guesis. A clever
host/hostess is able to reach a proper mixture of protocol and common sense which will enable guests to
enjoy themselves rnmnl_ 9 . If this is ac rnmnlnhed an event is tmlv cuccv,ssfi_il_

2y RITRSIVES (L= 2 1211€C b

PRECEDENCE

Precedence is defined as priority in place time or rank. ln the Govemment the Military and Diplomatic

R S T S PR R Y YIS SR SRR SIS TP of oI B IS IR SO § i ).,. mmsmunnnsmés ler sneleleon
€réemonial ULLdS]OnS, ana Ssocial 1unctuons, we 1e peCtl ue O11ic€ wnicn n€ inaiviauai r1 prescug, Uy ITAfinIIE
that individual according to our nercention of the imnartance of his/her nosition
nat INGivigua: accoraing 1o our perceplion Of ingé imponance of as/acer position.

Official position in the United States Government is determined by election or appointment to office, or

by promotion within the military structure. The relative importance of different positions is weighed, and
even the date of the position’s establishment is frequently considered.

Military rank constitutes a clear basis for determining seniority among military personnel. Comparable
rank and the date of its attainment will decide the precedence among officers from the different services,

o

both United States and foreign.

I r 1 their precedence following reserve officers of he same grade.
Dtplomatic recedence is the result of mtematlonal agreement. The precedence of chiefs of missions rests
upon the length ‘of their service in that country. An ambassador who arrives and is accredited in April precedes
another who arrives and is accredited in November of that same year. An ambassador will always precede a
minister who heads a legation. Below the post of Chargé d’Affaires (the officer in charge of diplomatic business
in the absence of the ambassador or minister), precedence is based upon the position of the mission, which in
turn is determined by the ranking of its amoassaaor For example, suppose the British Ambassador arrives and is

~raditad in Aneil ~AF 102N Thic hannenao h Aata ~AFf meanndamnnana Whae tha Naniah Acehossnd e aecieran aier
avuvivuiivu 11 nplu vl 170V, 110D UCLULIIWDY lub[ll uawv ui PIU UCIILE. WIICIL UITC LAl ATNUADNAUUL alllIved
months later and is accredited in Qctober of 19 RO, he/she succeeds the British Ambassador in precedence
Because in this case, the British Ambassador outranks the Danish Ambassador, the British First Secretary wrll

outrank the Danish First Secretary.

Precedence does not always follow the individual. When an ambassador is on leave, or visiting his/her
home country, he/she does not hold the same status as when *“‘on post”. When an individual who was invited
to attend a function is unable to go and sends a representative, the latter is not accorded the former’s place
of precedence.

........................ ™. .. 1.
ULIIICTS, lllCCllllsb U1 LCICIIIUIIIC& 111C usi
among civil officials and Department of
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Defense personnel. When individuals do not hold such official positions, consider their prominence within
their own career areas.

Order Of Precedence

The President

The Vice President

Governor of a State (when in his/her own
State) according to each state’s entry into
the union

The Speaker of the House of Representatives

The Chief Justice of the Supreme Court

Former Presidents of the United States

The Secretary of State

mbassadors of foreiegn countries
AMDVassaqeors of iordign counines

the United States (in order of the presen-
tatlon of credentxals)

United States

Associate Justices of the Supreme Court (by
date of appointment)

The Cabinet (other than the Sec

The Secretary of the Treasury

The Secretary of Defense

The Attorney General

The Secretary of the Interior

The Secretary of Agriculture

The Secretary of Commerce

The Secretary of Labor

The Secretary of Health, Education, and

GB
-'
(]

Welfare
The Secretarv of oucineg and llrhan Develon-
€ SOCreiary ©i ngusing anG vroan Leveicp
ment

The Secretary of Transportation
The Secretary of Energy
The President Pro Tempore of the Senate

Former Governors

Senators (according to the number of years
they have served)

Governors of States (when outside their own
States. Relative precedence determined by
their State’s date of admission to the
union, or alphabetically by State)

Acting heads of executive departments (e.g.,
Acting Secretary of Defense)

Former Vice Presidents of the United States

Congressmen (according to the length of
continuous service. If the latter is the same,
arrange by date of their State’s admission
to the Union or alphabetically by State)

Delegates of territories (Puerto Rico, Guam)

Chaigé d’Affaires of foreign countries

Former Secretaries of State
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The Depiuty and Under Secretaries of executive
departments (e.g., the Deputy Secretary of
Defense)

Secretaries of the military departments (Army,
Navy, Air Force, in that order)

Chairman, Joini Chiefs of Staff

Retired Chairman, Joint Chiefs of Staff

Members, Joint Chiefs of Staff (Army, Air
Force and Navy and Marine Corps, by date
of appointment to JCS)

Retired Service Chiefs

Five Star Generals and Admirals

Director, Central Intelligence Agency

Commandant of the Coast Guard

U.S. Ambassadors accompanying foreign chiefs
of state on a State visit.

U.S. Ambassadors {on assignment within the
United States)

Assistant Secretaries of executive departments
(by date of appointment)

Judges of the U.S. Court of Military Appeals
Under Secretaries of the Military departments
(Army, Navy, Air Force, in that order)

Governors of territories

Generais and Admirais {four siar grade)

Agssistant Secretaries of military establishments
(Army, Navy, Air Force by date of
appointment within each service)

The Special Assistant to the Secretary and
Deputy Secretary of Defense

Assistants to the Secretary of Defense

General Counsels of military departments

Deputy Under Secretaries of Defense (by date
of appointment)

Three Star Military

Principal Deputy Assistant Secretaries of De-
fense and Deputy General Counsel of the
Department of Defense (by date of ap-
pointment)

Former foreign ambassadors

Former U.S. Ambassadors and Ministers of
foreign countries

Ministers of foreign powers (not accredited
heads of missions)

Deputy Assistant Secretaries of executive de-
partments and deputy counsels

Deputy Under Secretaries of the Army, Navy
and Air Force (by date of appointment
within each service)

Counselors of foreign embassies

Consuls general of foreign powers

GS-18

Two star military (Rear Admiral, upper half)

Deputy Assistant Secretaries of military depart-
ments {by date of appointment)

3
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Heads of offices, Office of the Secretary of
Defense

GS-17

One star military (Rear Admiral, lower half and
Commodore)

Heads of offices of military departments

Foreign consuls

GS-ié6

Captains and Colonels

GS-15

OTES

1. A mayor does not easily fit into the listing because there is a marked difference between the position of
mayor in a very large city and the mayor of a small town. The former could fall after a three star military
officer, whereas the latter could follow a colonel or captain.

2. Refer to ANNEX A for the Order of Precedence among members of the Armed Forces of the U.S. when

in formation.

3. ANNEX B is a general equivalence chart comparing Military, Government Service, and Diplomatic

Officers.
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CHAPTERKR 2
Invitations

Invitations vary in style and format depending upon the type of occasion for which they are issued. The
broad categories of formal and informal occasions will be used in this discussion.

Formal. A formal occasion might include an official ceremony, any type of reception, official luncheons
or dinners, dances or weddings. In these situations, a formal invitation is most appropriate.

Formai invitations are generaily in one of the foliowing forms:

1. Fully engraved

2. Semi-engraved

3. Handwritten

4. A phone call followed by a “To Remind” card

In any of these four types of invitations, use the following standard format as a guide:

Vice Admiral and Mrs. Paul Anthony Connelly?

request the nleacure of the comnanv of

uest the pleasure of the company of
Rear Admlral and Mrs. Cemy
at a reception*
in honor of the Chief of Naval Operations and Mrs. Smith®
at seven o’clock®

Saturday, the first of Ma y

Tosl - A Wl._._1 RA_.3: e ONLLE e o s Mm_.17

DCLIICMUd INdVd]l IVICUICd]l LCHILWCT Ul u:n Ciuv
RSvp? Military: Service Dress White®
695-5333 Civilian: Informal

i The expression “engraved" is used herein for simpiicity. it is iniended to be synonymous wiih oihér modes of priniing

2Use complete name of hosts: or if for very senior ofﬁcnals, the position, title, and spouse’s name; e.g., The Secretary
of the Navy and Mrs. Claytor.

3Lines 2 and 3 may be combined to read simply, request the pleasure of your company.

*Indicate the type of function as: at dinner, at cocktails, at a buffet-dinner, etc.

$The “in honor of”’ phrase may also properly be the first line of an-engraved invitation, or the last line.

$Figures are never used in a formal invitation; the day and month are capitalized. The following examples of time
indications are also coirect:
a. “from six to eight o’clock™
b. “at half past six o’clock”
c. “at half after six o’clock™
d. “from six-thirty to eight-thirty o’clock” (used only when two half hour periods must be shown and space is

limited)
7 Specify the location of the function. If a residence is involved, the address may be reflected instead in the lower right
corner.

*If it is desired that a written response be made, to a place other than the site of the function, indicate the mailing
address here.

® Specify an attire which is appropriate io the type of function and the hour.

A1 LLUUY LIWYIIS 2LV Y LY Yol #ANSN ) MM ILI I N L 11T

LYWL AYUWLIL
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The following rules apply to the preparation of formal invitations:

1. Corps and service designations and retired status are never reflected on-invitations extended by or to
husband and wife.

2. The phrase “honor of the company” is considered to be more formal than *“pleasure of the
company.” The former should be used on invitations to Ambassadors and others of comparable rank.
The date and hour of the event as weii as ranks, tities, and names snoula ajways oe speiie

ahhoaciatirma feanles (13 V PO A “\I—- - L3
a00T7Eviauons uu.xuuc vil. , Vil

f this is his or her

n
13 S Jus Ui oanwka p

a.
)
£
=1
=]

-
)
]
>
=

-
(=]

individual’s initials i
occasion, this may be indicated as “in h onor
the occasion. This is
to be held.
7. When the host/hostess has a personal flag, seal, crest, or insignia, this may be used on the invitation

as appropriate.

=3
[¢]
o
-
w
&
2
)

rof-. “to meet .”, or “to introduce . ..” as appro
generally on the top of the card or undemeath the line specifying the type of

b=t =
=1
.
5
=
o
-
)

unction

Q D oammremioen saeiis chnild ol ha alaacly cmerified im the Rato il Lo oo S st

O. 1IIC apprupiidalc 4aiiuc fIOUIU diwdyd DC Llcally »> CIIICU U1 UIC DOULLLVIN I1gnt ndina CorIiger vl gic
invitation: e.o.. “Uniform: BRlack Tie” or “Civilian Informal”’. (See Annex C for mud nce on attire.)
vitation e g  “Uniform: Black 1 or “Civilian Intormal . (See Annex C uidance attire.)

9. It is most appropriate for all invitations to be written in longhand and black ink.

10. In addressing envelopes spell out in full rank and name (e.g., Lieutenant Commander and Mrs.
Timothy Daniel Johnson).

11. Invitations are inserted engraving up, top of card appearing at the top of the envelope, so that they
may be easily read as they are withdrawn from the envelope.

12. Formal invitations should be mailed at least 3 to 4 weeks in advance o

Completely Engraved Invitations. These are the most formal and expensive invitations. They usually bear
the crest of the host or hostess.

When issued by the Secretary of State or a U.S. Ambassador, invitations bear the Great Seal of the
Department of State. Similarly, a replica of a Flag Officer’s persona] flag may be centered at the top or

placed in the upper left comer of his invitations. Navy commanding officers of shore-based activities,
squadron and flotilla commanders, naval attaches, naval liaison officers, and chiefs of naval missions or other
Ainlamatia diity miceinne wha wich ta nes an incinrn an thair invitatione mav uea the anld officer’s crect
ulpivinauiv uun IR VIID I WIS LV U as lllalblll W3k MAVAL AMViIN@awuviL 1ia ik bvl\l VILIVWE O ViIVOR,

mauzuratlons. dedlcanons commencements Shlp chnstemngs d commnss:omngs lndmduals sometxmes
have the family crest or coat of arms embossed without color at the top of wedding or other important
invitations.



Fully Engraved Invitation to a Reception:

%@We/m.ﬂw
s M G
and s Jones

wl o ssrahline fon busiond
MWW’W WWIW
TL py) f./i’;mq/ g 4 b

Jh ﬁwyﬂm UWMWI .A/c/n Mm

The Wymm Conps and Mns. White
on Tharsduy, the twendy second of Sopdombon
foom seven wndil mine o olook
7. Boriamin Frandlin Room 0).1,../.../.../ Stut

/ ne WVTWWI’ S TRRARTY &7 ARSI,

BSYP Military: Sonvioe Dross Blos

AJ T J

Ofond 5.2764 Cevibian: Infonmal
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Fully Engraved Invitation to an Ambassador’s Reception:

g7 ",
She %a’ammw///{y Soprablic.off Horea

W.///o'd MM %a////m/

/a%a//reoe/tﬁon/
ALLD T

00 Aanno
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Fully Engraved Invitation to a Luncheon:
O dhe occasion of the Bicontonnial Intonnational Naal Hoviow
The Chiaf of Nawal Qporations
al a bunokeon
on Monday, de fifh of Juty
ot aflon. lwelve o ‘oclock
on board USS MOUNT WHITNEY (L ECC 29/
Prow 40, Hadion Rivor, Mankatlan
RSLYVP
/313) 834 2230/7 Tnspical White Long Unifonm

Wedding Invitations. Wedding invitations as a type of formal invitation are generally fully engraved.
There are a multitude of styles and colors of paper available to the bride for wedding invitations and the
standard plain white card is no longer a must.

The following examples are suitable formats:

Commander and Mrs. Joseph Brian Connelly
request the honor of your presence
at the marriage of their daughter
Margaret Louise
to
Paul Anthony Jones, Junior
Lieutenant, junior grade, United States Navy
Saturday, the seventh of January
at eleven o’clock
Holy Cross Church
Washington, District of Columbia
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Margaret Louise'®
Lieutenant, United States Navy

If the parents of the bride are deceased, invitations may be issued by a close, older relative:

Mr. and Mrs. John Smith
camisant ¢hia hamns ~f srniie memcnoman
lcqucat LG 1t L vl yUUl plc 111

at the marriage of their granddaughter
Margaret Louise Connelly

h honor of your presence
at the marriage of her daughter
Margaret Louise Connelly

If the bride’s mother is deceased and her father is remarried:

Commander and Mrs. Joseph Brian Connelly
request the honor of your presence

ae el o JE PR TP, § |
at ineé ma uagc Ul lllb uauguu:l

If the bride is a young widow:

_____ e amnd Moo Tacawh Delne Oanaally,
\,Ullulldl €1 ana mrs. JOSEpn brian Luoluichy
renitact the hnnnr nf vVOLT nrecence
request the honor of your presence

f their daughter

sa __ Ln ’ ETRE SN e

r the bride or the groom’s rank is that of Commander or Lieuienani Colonei
with the rank preceding the name:

Commander Peter David Jones, Junior
United States Navy

1 and below uge the followi

anc deiow ng lorm

Elizabeth Eileen Smith
Lieutenant, United States Navy

oot Y U AP T S NP aiiohéne Ao d o ~ehal o o
T Iy pluvnucu the ICidllUll)lllp ociween daugllic; and stepmotner is a
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T 2

Invitations to church weddings customarily do not request a reply. “R.S.V.P.” is included on the
invitations to receptions which appear as:

immediately followmg the ceremony
The Naval Officers’ Club
Bethesda, Maryland

RS.VP.
700 Idaho Street, Northwest
Washington, District of Columbia 20320

or

Commander and Mrs. Joseph Brian Connelly
request the pleasure of your company
at the reception

______ S T
lUllUWlIlg iné ceiemony

700 Idaho Street, Northwest
Washington, District of Columbia

R.S.VP.

If everyone invited to attend the ceremony is also invited to attend the reception, simply add the
following to the basic wedding invitation:

and afterwards at the reception
Army-Nawvy Country Club
Arlington, Virginia

:..

en doubie envelopes are used the outer one s

48 amd tha faaa aaa
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Brown: Rear Admiral and Mrs. Svmthe; Commander B|

(554 mtne, 21alXj.

envelope in such a manner that the writing on the former faces the back of
top when the outer envelope is opened.

Semi-engraved Invitations. Partially engraved cards, adaptable to any date or occasion are appropriate for
receptions, dinners, luncheons, cocktails, etc. Less costly than the invitations which are engraved for each
function, they are widely used by those who entertain often.

All information to be added to the semi-engraved invitation should be handwritten in the color ink of
the engraving, preferably biack.

Guests of ho ara decionata
UCStS O1 NONOr arc geésignate

11
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Semi-engraved Invitation to a Reception
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Semi-engraved Invitation te Cocktails

g
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Sum-enmved Invitation to a Dinnar
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Semi-engraved Invitation to Dinner
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Semi-engraved Invitation to Two Married Naval Officers

For additional information on addressing women with official positions, see Chapter 12,
Address”.

vl L smmandis and Wl Dre
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Handwritten Invitations. Formal Invitations may be written entirely by hand on any formal writing
paper, preferably white, in the standard wording and format. White correspondence cards, 4 by 5 inches in
size, often topped with the flag officer’s insignia or officer’s crest are most often used.
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Telephone Invitations and ‘“To Remind” Cards. It is quit
telephone. The host or hostess may call, or have someone call
or her superior. In tendering telephone invitations, give
is provided in a written invitation.

An appropriate phrasing of a telephone invitation by the military aide would be:

“This is Lieutenant Ray, aide to Vice Admiral Orion. Vice Admiral and Mrs. Thomas Orion would like
to extend an invitation to Mr. and Mrs. Jefferson for dinner on Saturday, the eighteenth of March at eight
o’clock. The dinner will be at their residence, Quarters F, and the attire is Civilian Informal. Will you

A, PR ar 0 A€ ”
My icu:pu I1C 11UMIUCT 1D "J\‘."7377

hone invitntign is generally foﬂgwed by a “to remmd” card to those zuests who accept the

-
8
=
=
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=
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"
=

cir s
e same complet mformatlo n re gardm the event as

&

left hand corner in place of R.S.V.P. It is pernussnb[e to cross out the R.S.V.P. if already printed on the card
and to write in *“to remind”.
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A “To Remind” Card for Cocktails.
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A “To Remind” Card for Luncheon

lr nemund.- / M%M/m ,Z/n%mml

Emoraan el FosesSdrmssn 1 itnds £, fFArem
Informal Invitations. Invitations for informal occasions, such as uncfficial luncheons, dinners, cocktail

parties, buffet dinners, etc., may be issued by telephone or in writing. A telephone call may be followed by
a written “to remind card” but this is not essential.

Invitations may be written on informal cards (informals) or on a variety of invitations available for
specific occasions in stationary stores. In addition, a short, personal note from the host or hostess is
appropriate.

Informal Cards. Fold-over cards or “informals”, measuring approximately 5 by 3% inches, are made of
smooth, heavy paper in white or cream, and have matching envelopes. The name is centered on the outside,
The invitation may be written on the inside, or on the outside above and/or below the name. It is correct
for the informal cards of a very senior officer such as a three or four-star admiral to bear only his grade and
surname. A rear admiral’s card usually shows his full name, as do those of less senior officers.
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informai inviiation on a foided informai card.

MRS JOHN PAUL JONES

q,ﬂxSW&J
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AuLoday, - /7jeues
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21

HANRAAR MANNTTS:



OPNAVINST 1710.7

17 nInm 1070

BRI OB BT I T

RECALLING INVITATIONS

It is considered more gracious to postpone than to cancel an invitation. When formal invitations have to
be recalled due to unavoidable circumstances, printed forms are generaily used to notify guests. In those

msunws wncn ume is very SIIU[l u:u:pnonc IIUllllCdllUIlS arc a llcu:sauy

Sample of a Card for Recalling an Invitation

Owing to oﬂ.icial mourning ror
P_1 0!' (G __

ulc ldtc l‘llls i aus JIrececo

Tl'le Aml)assaclor of Norway aml Mrs. Engcn

n... .

11. . 1. oy 4
are onugeu to recail tneir inviiation

to a RecePtion
doof Mare

w l ,,,.', _ Al, ,f.‘lA_AA vl _
on vy eﬂncsuay, wume CIgluccnu (0] arcn

RESPONDING TO INVITATIONS

Every attempt should be made to respond to an invitation promptly out of consideration for the hostess

or host who must make arrangements on the basis of the number attending and invite others in the case of a
regret. Replies to brunches, luncheons, and dinners should be made within 24 hours.

Generally, a telephone number for R.S.V.P.s is provided on the card. Occasionally, an address for
R.S.V.Psis given, in which case a short note is appropriate. For very formal or large scale functions,
R.S.V.P. cards are enclosed which the guest fills out and returns.

If an R.S.V.P. has been requested, it is discourteous to wait until within a few days of the event before

racmnndinag Ar urnrea nat tn racnnnd at all
ICDPUII“IIIB, Ul WUIN, l.IUl w IUDPU.IIU as aul.

22



OFNAVINST 1710.7
17 I 1070
87 IR AT IT

WITHDRAWING ACCEPTANCES

e White House supersedes any other social engagement, a guest who has already

cnsan Aata el __a_

the s date must write or telephone the host/hosiess immediately and withdraw

13
Official duties necessarilv take precedence over social enpasements: h ver. a later invitation ca nnng

18) RERT PRELELT SVRIER B pToreeavaatSy RUWSYSE, & 8%l %

properly be used to escape one already accepted unless the second is official. The only unofficial y
legitimate reasons for withdrawing an acceptance would be severe illness, unforeseen but mandatory absenoe
from the city, or the recent death of a close relative.

Withdrawing a Previously Accepted Invitation

Admiral and Mrs. David Peter Black
regret that owing to the illness of Mrs. Black

Mr. md Mrs. White’s dinner
on the first of July

raw irom
Mr and Mrs Whlte s dinner
on the first of July

a



Seating Arrangements

The seating arrangements of any type of function are very important. The host and hostess who take
care to ensure a proper balance of protocol and common sense will find their event to be more enjoyable
and therefore more successful.

The first step in preparing a seating arrangement should be to consider the type of function as well as
the guests involved.

If one were to host a formal dinner inviting high-ranking guests of similar backgrounds who know one

annthar varv wall than ctrictly adharina to the rule of ceatine '\\I ranlk would he eacv Quch a cituation is
anCualr very weia, Wgn SinCuy aGaclring ¢ Wil il CF SCallng rans wollg O¢ €asy. oSucla a situatien

more the exception than the rule, however. Usually a guest lxst includes persons of varying ranks, career
backgrounds, and nationalities. The primary concern should be to ensure that guests enjoy themselves.
Therefore, bear in mind the importance of seating by rank to an extent, but also mix the group a bit so as
to create an environment for interesting and enjoyable conversation.

The foiiowing discussion deais with the rules of seating guests by rank Use these ruies coupied with the

The nlace of honor is to the richt of the host |f the ouest is 2 woman nd to the rurhf r\f the hnc'pec |f
and pad Ci fICNor s igat C: the host il gu woman, ang ¢ ine

the guest is a man. Generally, when the event involves both men and women, guests are seated alternating
man and woman. This would place the ranking man to the right of the hostess and the ranking woman to
the right of the host. Guests are then seated alternating left to right from the host and hostess after the
honored guest is seated. As far as knowing who ranks whom, refer to the precedence list in Chapter 1 for

guidance.
Generally the guest of honor is also the highest ranking person. Occasionally, there will be other guests
werde A sbonml tha Af Lhamar Whan 4hia ~Ananies ala Ana ~Af tha FAllnuinn ~annesas ~AF antine

wiU Uul.lllllh Ui sueal Ul nunuvi. vwiicu l.ll..l) ULLUILD, Clc\-l vIiC Ul IV LUVIIUWILLE VUUBILRD UI avuuvll U’
considering the personalities and the particular situation involved.

1. Place the guest of honor in the honored position making the ranking guest next in line.

2. Seat the guests strictly according to protocol disregarding the fact that the guest of honor may be
well down the table (used when there are many very high-ranking officials).

3. Make the senior guest the co-host or co-hostess if it is an all-male or all-female event.

oo oo _a_® AL ___ 1 _

DpOUSCS Wl’lO do noti hoid officiai pOSlllOl’lS themselves are seaied aCCOTdiﬁg {0 ine rank o
n

nr wrvac lf u- A“Oan nrafarahla to aunsl‘ oanhnn huchande and wivae tnoathar hut n
Ui wWived. Vil piviviaviv A ATLILE nuscanas anGé wives VOBV HIVLI, Uul, U

situations are such that husbands and wives may be more comfortable if seated together.

SEATING DIAGRAMS

The following diagrams are to aid in visualizing how guests would be seated according to rank:

The most traditional arrangement calls for the host and hostess to sit at the two ends of the table (Plan
la.):

25
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At larger official dinners/luncheons, the host and hostess may sit opposite one another at the center of

the table (Plan 1b.):

Prix la.—Host[hostess at ends of table
HOSTESS
MAN | 1 2 |MAN
WOMAN | 3 4 | WoMAN
MAN | 5 6 |MAN
(14)

WOMAN [ 5 WOMAN
MAN | 4 3 | MAN
WOMAN | 2 1 | WOMAN
HOST

PLAN 1b. — Host[hostess at midtable

WOMAN

HOST

WOMAN

NT AN
ALY

WOMAN

MAN

]

(18)

w

(4.}

[

WOMAN (5 MAN)*

MAN

HOSTESS

MAN (8 WOMAN)*

WOMAN (6 MAN)*
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*This arrangement leads to placing a woman on the end of the table on both sides. To avoid this, switch
them with the man seated closest as shown or use the following alternate seating plan (Plan'ic.):

- N O S, ___ ) . ~Lr.
Prax ic.—Two af each end of tabl

MAN IIOSTESS

1
WOMAN | 3 2 | MAN
MAN [ 5 4 | WOMAN
WOMAN | 7 & | MAN
MAN | S § | WOMAN
(18)
WOMAN | © 7 | MAN
MAN | 4 5 | WOMAN
woaaN | @ 3 | ATax
)
HOST WOMAN

Another arrangement uses iwo iabies (Pian 1d. and ie.):

Prax 1d —Host/hoslzss at scparale tables
Number divisible by four

HOSTERS MAN
7
MAN 2 | MAN WOMAN | 4 6 | wonax
(8) (8)
NOMAN |3 5] WOMAN MAN |3 5] MAN
MAN | @ 41 MAN WOMAN |2 1] WOMAXN
7
WOMAN HOST

™~
~I
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Prax 1e.—Host[hostess at separate tables

HOSTESS MAN
3
MAN 1 2 MAN WOMAN 5 7 WOMAN
WOMAN 3 4 WOMAN
(10) MAN 8 (6] 6 MAN
MAN 7 5 MAN
WOMAN S 6 WOMAN WOMAN 2 1 WOMAN
4
MAN HOST
MIVEN NIAAEDQ
WILALLU DUUNINERD
MULTIPLES OF FOUR
Whenever the total number of guesis cqu&iS any 1 luiiipié of four and there an equ al number of men

>
-
3
D
-|

and women the host and hostess cannot git onnaogite eac

SaILe WLSEITLy R SiUSE QLU LTSI vaLnUL Sis VPPV vala Vs

together. To balance the table, the hostess simply moves one seat
guest (guest of honor) opposite the host. See plan 2a. When one

15
withont muttine twa man ar twn waman
wWisaiUue sig swWU v Ul wwU wulnvia

to the left, thereby putting her right-hand
couple of such a group is unmarried, they

may be seated side by side, See plan 2b. A third plan often used by contemporary hostesses is that for the

round table. See plan 2c.

Prax 2a.—Multiples of four—all couples married

MAN
1
WOMAN 4
MAN 5 2
WOMAN 3 (12) 5
MAN 4 3
WOMAN 2 1
HOST

28

HOSTESS

MAN

WOMAN

MAN
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PraN 2h.—Multinles of four—one counle unmarried
- - - i 9 o7 J v (4 habhbdad hdad
MAN
1
WOMAN 3 HOSTESS
MAN 5 2 MAN
WOMAN 3 {(i2) 4 WOMAN
MAN 4 3 MAN
WOMAN 2 i WOMAN
HOST

PraN 2c.—Alultiples of four—all couples married—round table

A L\
VLA

1N

WOMAN / \ HOSTESS

/ \
.

79\

')‘ r
\QJ 7 ALY

(¥

MIXED DINNERS—AT HORSESHOE-SHAPED TABLES

The simple horseshoe-shaped table which is sometimes used at large official banquets requires that the
host and hostess sit with their honored guests on the outside of the curving center while other guests are
seated in an alternating pattern along the sides. See plan 3a. Plan 3b is an alternate occasionally seen at
formal dinners.

If places are set both within and without the curving ends, the inside seats begin at point x on plan 3a,
with the seais inside bui nearer the host ranking those further away on the ouiside.

29
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Pran 3a.—Horseshoe-shaped table with couples

<

Q

2 % %
. & 5 §
% _ g
> 7 1I~U_"%

Prax 3b.--Alernate plan for horseshoe-shajed table with couples

- [75]
re v .
Z & - Z z
— > | S D [ — » ~
= Z g 2 5 3z Z 3
=z 2 =m A o8 B 2oz
| |
3 2 1 1 3 2
MAN [4 5] MAN
WONMAN 5 4 WOMAYN
MAN |6 71 MAN
WOMNAN 7 6 WOMAN
*WOMAN |9 8] WONMAN*
«MAN |5 ol AraN-

*Arrangezaent avoids placing a woman at the ead of the table.
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MIXED DINNERS-WITH SINGLE HOST/HOSTESS

An unmarried host/hostess, or one who is entertaining in the absence of his/her spouse may choose one
of the following arrangements: Plans 4a

Plan 4a—Single host with co-host

MAN 9 6 MAN
WOMA? 8 5 WOMAN
MAN 5 2 MAN
WOMAN 4 1 WOMAN
COHOST X HOST
WOMAN 2 3 WOMAN
MAN 3 4 MAN
WOMAN 7 WOMAN
MAN 7 5 MAN

Ww
[res
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OR:

Plan 4b.—Single hostess with co-hostess

(8 MAN)* WOMAN 9 6 WOMAN  (SMAN)*
(9 WOMAN)*  MAN 8 5 MAN (6 WOMAN)*

WOMAN 5 2 WOMAN

MAN 4 1 MAN

COHOSTESS HOSTESS

MA} 2 3 MAN

WOMAN 3 4 WOMAN
{(7WOMAN)*  MAN 6 7 MAN (8 WOMAN)*
(6 MAN)* WOMAN 7 8 WOMAN (7 MAN)*

* Arrangement avoids placing women at the ends of the table.

32
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Plan 4c.—No co-host/co—hostess; all married couples
MAN
2

WOMAN 3 4 WOMAN
MAN 1 3 MAN
WOMAN 2 ! WOMAN

HOST

KX]

nbmed VWY
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OR Plan 4d.:
WOMAN 2
MAN 3 4 MAN
WOMAN 1 3 WOMA!
MAN 2 1 MAN
HOSTESS
Plan 4e.—No co-host/co-hostess; not all married couples
MAN 2
WOMAN 4 3 WOMAN
MAN 3 1 MAN
WOMAN 2 1 WOMAN
HOST




OR Plan 4f.:

WOMAN

Z

5
5
=
P

S}

WOMAN 2

b

WOMAN

<

5
4

W
W
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For all-male or all-female events, it is often desirable to designate a co-host/co-hostess. Plan

co-host/co-hostess:

16
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Without co-host/co-hostess
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HOST (HOSTESS)
1 2
3 4
5 6
7 8
9 10
1 12

b—
7S]

HEAD TABLES

Seating arrangements for head tables cause great concern and require special treatment. There are head

tables required for all-male or all-female affairs, or
without ciub officers, etc.

OW-rafnKing toas

for mixed groups, with and without speakers, with and

comaaloooo a4 . 11 ____1_ __ _11 £ 1_ 1 _ 1 2 -

SPCaKers at an ai-m T al-Icmaic wuncn or ainner, uic
near the center of the table as possible without viclating
of honor who is outranked by others present should not
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ana LI Mo s L. 1L
-C luIﬂIll 10 ul I
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be seated in seat 1, nowever, 1t 18 proper o i)i
appropriate, or seat 3. See Plan 6a.

When both official and very important unofficial guests are present, distinguished civilians who represent
significant civic or philanthropic organizations may be seated between the guests of official rank after the
guest of honor and second official guest are seated. See Plan 6b.

Often it is necessary to seat couples at a head table. Plan 6d provides for this circumstance.

____________

the host/hostess in seat 2, if

o]

[s)

=
-

Pran 6a.— With low-ranking toastmaster
5
3
1

HOST OR CHAIRMAN (HOSTESS OR CHAIRWOMAN)

2

o MMAALOMAT ACMY'TY

[ 1UADI MADLI LI
DPran- 8h ___ TSR damamnr $rant Rl amd avavlinm msaata
L LAN GO~/ 1t UMpPporiant gjiclde QNG CILaN Guest

7 AIR FORCE GENERAL

5 U.S. REPRESENTATIVE

TO THE U.N.

3 CIVIC LEADER

1 EX-PRESIDENT

©

N
s
o]
=3
™
]
<

4 RED CROS3 OFFICIAL

CONGRESSMAN

(-]

8 PROTESTANT BISHOP
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Prax 6c.—With guests and club officers

CLUB OFFICER

GUEST 3
HONORARY PRESIDENT
GUEST 1

(13) PRESIDENT

CLUB TREASURER
GUEST 6

CLUB OFFICER

Prax 6d.—With couples

o
|74
()
B
2

W

(12) 2 WOMAN

It
e
P
™
P

*Arrangement avoids placing a woman at the end of the table.

PP Vi S T L 7% 2w N PN 1



OPNAVINST 1710.7
17 JUL 1979

CHAPTER 4

towafd informality in living and partly because of the requiremem for a s el}-trained staff and expensive
table appointments. For the average Navy family, informal dinners are far more usual. Flag officers and
service representatives abroad are often involved, however, in hosting seated dinners. When such official

occasions warrant the traditional formality of the past, details of absolutely correct service, table settings,
and menus are available in general etiquette books. A few basic guidelines are summarized here for those
who find themselves entertaining formally.

Formal entertaining is usually intended to honor a special guest as well as to extend hospitality. Guests
are seated according to rank as illustrated in Chapter 3.

Formal dinners generally commence at 8:00 or 8:30. The attire should be specified on the invitation.
Generally, this is black tie and occasionally white tie. For black tie, ladies gnnerally wear ankle length dinner
dresses of wooi, veivet, couon or siik; for white tie occasnons they wear floor xength evening gowns of

The President rarely dines out except at official banquets, or with members of his Cabinet. Then he and
his wife are met at the front door by the host and hostess and escorted to the drawing room. Other guests
arrive approximately 15 minutes earlier, so they may be assembled when the President arrives. The host and
hostess may relinquish their places at the table to the President and his wife, and move one seat to the left

of their normal posmons or the President may choose to sit in the usual guest of honor seat and have his
wife placed on the host’s right. When an invitation to dinner is to be extended to the President, a proposed
guest list, seating plan, and details on other arrangements should be submitted to the White House for
approval hef re any invitations are tendered

a ruling famuy, elther on board ship or r ashore. One must carefully comply with the guldelmes which are set
forth above concerning presidential guests and with protocol expectations that are conveyed by the
Department of State and the representatives of such prospective visitors.

At large, formal dinners each man is provided with the name of his dinner partner whom he is to escort
to her place at the table. Normally, he takes in the woman who will sit on his right.

There are several procedures for acquainting men with the names of their dinner partners. The simplest
method and that used for a small dinner is to have the hostess announce who is to be seated next to whom.

At a larger affair, each man wiii find on a silver tray, ofien placed in the eﬁiran e hall, a small envelope
bearing his name and reflecting the name of his dinner partner on an enclosed card. Near this tray of name
cards there is generally a leather, table-shaped diagram of the location of each guest’s seat at the table.



OPNAVINST 1710.7
17 JUL 1979

NAME CARDS

- \
|
A I
|
o S/ |
|'7l£d/l_lM"LMde /h[M_A//)/)/// i -4;1/\/:_ %AAA[.AM ||
'—7 rrvid 7/ WIL?M)/IL/ i
D EATING Bosns |
gatwn/qalm Talds
\
\
\

N
/ \
/ .




OPNAVINST 1710.7
17 JUL 1979

s

aumg Nidgram
pl , F,,
AMUVTA [

TN

/~ N
/ \
/ \
)
\ /

AN /

\
S~——— \\\

A third alternative observed at large dinners involves the use of a small folded card with the man’s name
on the outside and his partner’s name -inside, together with a small diagram showing their positions at the
table. These will be found in the entrance hall, or sometimes in the room where cocktails are served.

Each man must ascertain who his dinner partner is in sufficient time to be introduced before taking her

in to dinner. It is the function of the host to ensure thai each man knows or is presemea to his dinner

66T 2ot A ae ofdan emalon ntroductions.

pdrmcx Al ldl'gc OIl11C1d]l ULILIICI>, AlUCTy [I1anc ulc llcuc»qu uluuu Luul

=

e hoet leadine the wav into the dinino room with the ranking lady seats her at his right. The other

AV BUSL, AvanMlp v ey aaty v Laaiang tae 18X 2% b4 "U“

paired guests follow and the hostess enters last with the ranking man. This order also apphes when an
ambassador is the guest of honor. In the exceptional circumstance of the presence of the President, another
chief of state, a member of royalty, or a governor within his own State, the hostess goes in to dinner with

the guest of honor first, and host follows immediately with the wife of the ranking dignitary.
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PLACE CARDS

Heavy. white, rectangular cards with gold beveled edges, and sometimes an official seal or flag are often
used as place cards, although rectangular fold-over cards and rectangular side-tabbed cards are also nooular A
flag officer’s personal flag, a commission pennant, the seal of a ship or of an embassy, or a personal crest
may be embossed or stamped in the upper left corer or top center of the card.

The piaoe card is intended to locate the individual at table and to inform dinner companions of his
identity. The couriesy iiile and surname are used (Admirai Brown, Mrs. Brown, Dr. Smith) except for very
senior officials for some of whom the position title is proper, and for others their position title and
surname. Consult Chanter 12 for omdzm‘f reoardino senior officials’ names on nhmp cards, At a ?nuafn
dinner it is pemuss:ble and more personal to use the courtesy title and surname of senior officials, or their
title and surname rather than the title alone. Thus “Admiral Hayward” would be written for the Chief of

Naval Operations; and “Ambassador Donlon™ for the Ambassador of Ireland.
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MENU CARDS

Menu cards are sometimes used for official luncheons or dinners, dining-ins, formal farewell or
welcommg parnes for high ranking officials. The standard generally found in a flag officer’s mess is a heavy
white card about 4 x 6 inches with a gold beveled edge. It is usually decorated with the admirai’s flag ai the

‘center ton and the nama of hi
cenler Iop ang ¢ name ol

card and only one dish is included on a lme Appetizers, rolls, relishes, candv and coffee do not appear on

the formal menu.
In the flag mess, one menu is placed before the host and others between every second or third guest.

o
S are p ted embossed or handwritten in Fnolleh Each line is centerad on the

On Navy ships such menu

CHIEF OF NAVAL OPERATIONS
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SMOKING AT TABLE
it is considered exiremely rude to bring one’s cigareite to the table or to smoke throughout a meal.
Cigarettes may be passed just prior to the dessert course. Although there may be ash trays and cigarettes at
each place, the proper guest will be careful not to smoke until the host or hostess sets the example.

CONVERSATION AT TABLE

“Turning the table” is an outdated practice whereby all guests were obliged to follow simultaneously
the lead of the hostess in shifting conversational attention from the guest on the right to the one on the left.

Today, a person seated at a reasonably narrow table is expected to talk with immediate dinner companions

to the right and left and also with those across the table. The considerate guest is alert to speak with all
neighbors at the table, ending any exchange smoothly rather than at a signal from the hostess, and engaging
snyone not already involved in a conversation.

ORDER OF DEPARTURE

The ranking lady must make the initial move to depart. Generally, she should leave a formal dinner

within an hour of its conclusion, and allow perhaps a bit longer at an informal one, if she so desires. After

her departure, the other guests may follow without any further regard for precedence.

THANK YOU NOTES

A thoughtful guest will always write a thank you note to the host/hostess who has entertained him. It is
also thoughtful to send flowers or a gift for very special occasions.

It is generally not necessary to write a thank you note for large scale official functions, such as a
vacantinn ta which hundrade hava haan invited

TRAPUEUL LU Willvial HIWIUIVUS dlavy Uvbal aiviiva.
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receplions, ainners, gining-ins or wetting-cewn partes.

Toasting originated with the English custom of flavoring wine with a piece of browned and spiced toast.
In 1709 Sir Richard Steels wrote of a lady whose name was supposed to flavor a wine like sprced toast.
Thus evolved the notion that the individual or institution honored with a toast would add flavor to the

Today we honor individuals and/or institutions by raising our glasses in a salute while expressing goo
wishes and drinking to that salute. Etiquette calls for all to participate in a toast. Even nondrinkers should at

a1uic.
at least raise the glass to their lips.
Those offering a toast, men or women, should stand, raise the glass in a salute while uttering the
expression of good will. Meanwhile, the individual(s) being toasted should remain seated, nod in
acknowledgement, and refrain from drinking to one’s own toast. Later, they may stand, thank the others, and
offer a toast in return.
The one who initiates the toastm is the t at a very forma] occasion, Mr. Vrce/Madame Vice at

occasions such as weddmgs or brrthdays would require toasts more specific in nature such as “To Mary and
John for a lifetime of happiness and love” in the case of a wedding, or on a birthday ‘“May your next 25

years be as happy and as successful as your first 25 years”.

CEREMONIAL TOASTS
When the formality of ceremonial toasts is to be observed on state occasions, the order and subject of
all toasts should be arranged beforehand between the host and his ranking foreign guest. Such toasts are
initiated by the host, during or after dessert wine is served. The expem..ced guest is always careful to leave

enough champagne in his glass toward the end of the meal to be able to
A toast to a Chief of State is always drunk standing. The toast to the ruler of the country of the
foreign guest of honor is always the first toast proposed on a state occasion. A few minutes after the guests

have seated themselves agam the senior representatrv he country honored rises and proposes a toast to

B
23

and/or to the guest of h onor and the host. There b bnef speeches which fit the occasion.

When the occasion is an official and formal one, the order and subject of all toasts should be arranged
beforehand. It is the responsibility of the host to inform the guest of honor which toasts will be offered and
when. The rule here is that the host proposes all toasts and the guest answers in kind.

EXAMPLE: Suppose the occasion is a black tie dinner hosted by the U.S. Chief of Naval Operations in
honor of the Ambassador of Great Britain. The following would apply:
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USN CNO (Host/Hostess would stand after the dessert wine has been served and would raise his/her
glass, saying:
“To Her Majesty the Queen”.
Aﬂ the ouests should stand and r
of the British National Anthem.
Moments later, the Ambassador would stand, raise his/her glass and say, “To the President of the United
States”. All guests would stand and toast the President. This may be followed by the U.S. National Anthem.
Other toasts may follow, such as:
USN CNO: “To the Chief of Naval Staff and First Sea Lord."

PPT=S PR N {

British Ambassador: “To the Chief of Navai Operations.”
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future.”

British Ambassador: “To the great traditions of the U.S. Navy and her many gallant leaders.

When the guests represent more than one nation, the host/hostess proposes a collective toast to the
heads of their several states, naming them in the order of the seniority of the representatives present. The
highest ranking foreign officer among the guests will respond on behalf of all the guests by toasting the head
of state of the host’s country.

Since governments and titles change, it is essential to verify their accuracy.
TE: The position

ic toasted and the individual’s name is not mentioned
QiEl 1he pos S toasted ang the vig ST € 1S ot mentioned.
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BRITISH CUSTOMS

At an official dinner given by a British official for a high-ranking U.S. officer, the former rises during or
after dessert to toast the President of the United States, and then the orchestra, if present, plays “The

anr.annalprI Ranner”. After the ouests are seated. the ouest of honor rises to toast “Her Maiestv

Star gled Banner”. After the guests are seated, the guest of honor rises to toast Her Majesty, the

Queen . and the orchestra plays “God Save the Queen”. if other monarchies are represented at the dinner,
the honored guest would say, “Her Majestry, Queen Elizabeth II". These toasts are sometime followed by
short speeches and toasts to the services represented.

At regular mess dinners in the Royal Navy, the senior member of the mess proposes the toast, “The

u—n

Queen,” and ail presem in a low voice repeat, “The Queen™ and sip the toast. if an American officer is a

mprenoal Ainnan siing mace whara o nishtly taset to tha Nioaan ic deink  tha mace nrecidant micht
personal dinner guest in a mess where a nightly toast to the Queen is drunk, the mess president might
?;g?neg a toast to the U.S. Navy after the usual toast to the Q een. The Americar Qulrj then nrnnerlv

British officer would toast, “The Presrdent of the United States, and the senior American would reply,
“Her Majesty, the Queen.”

FRENCH AND ITALIAN CUSTOMS

Officers of these navies often preface a toast with the phrase, *‘I have the honor to . ...” At a dinner for a
senior U.S. officer, the French host/hostess may say, I have the honor to propose a toast to the President of
the United States.” The guest of honor might properly reply, “It is my great honor to propose a toast to the

President of the French Republic.”

4NN A RTFLTRY A WFPN A RT 2 YLV, AE £ 4%
DSUANDINAVIAN LUDI )
Ceramaonial toacte ara lace nuecual in the Scandinavian countrieg ather the host/hostess ‘‘skoals’ each
CVIVIIIVILIAL LUGILD alyv IVoy uoual U1 uUiv Jvalilivvuaiaviail vuuiiivo ANGRUIIVEy LIV HIUO L IIVOIVOS “axg wviavii
guest. No one drinks wine until after the host/hostess has offered a general skoal of welcome. Skoaling then
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continues throughout the meal among the guests. The ladies must be alert to respond to individual skoals
from the gentlemen, for each gentleman skoals the lady sitting at his right at least once.
The procedure is to raise one’s giass siightly from the tabie, and looking directiy into your partner’s

. ” 3 2 .
yes, draw the glass down and toward the body, bow dightly, say “skoal”, drink, and salute again with your
r.

ass before putting it down. The skoal received must be returned a few minutes later.

Specific customs of individual countries should be understood prior to attending social functions; for
example, in Norway an additional procedure is for the guest of honor to thank the host/hostess with a toast
at the end of the meal.

In Sweden, the hostess is never skoaled by a guest during a formal or semi-formal dinner.

3

®
2
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Receptions
a
Receptions are the most popular form of official entertainment for they allow wide variance in the
number of guests invited and in the formality of the occasion. They range from the very formal, which

iqias a' VVVRSaViz. ANy

J
might be a reception after 8:00 p.m. hosted by an ambassador in honor of his visiting chief of state, to the
less formal, perhaps that hosted by a military attache from 8 to 10 o’clock in the evening in celebratlon of
Armed Forces Day. The most common and least formal affair is held from approximately 6 to 8 o’clock,
frequently in honor of a visiting official or in celebration of some event.

Characteristically, receptions differ from the simple cocktail party in that they are intended to honor
individuals or a specific occasion, the atmosphere is somewhat more formal, theif duration is prescribed, and

there is always a receiving line.

The thoughtful host/hostess who plans a reception in honor of a high-ranking official will consult with
the latter regarding a mutually agreeable date and time before ordering invitations. As indicated in Chapter
2, the person or the occasion being feted may be indicated on the invitation in one of several ways.

Guests should arrive before the receiving line disbands, normally within the first 35 minutes of the
receptlon The order of persons in the receiving line may vary with the type of occasion and desires of the

i ££5 1 £ ' h e AF hish cnnl
The sequence which the Department of State follows for official functions in honor of high-ranking
dignitaries is:

Announcer———Host———Guest of Honor———Guest of Honor’s Wife———Host’s Wife———Extra Man

The announcer is often a military aide whose responsibility is to announce each guest by name.

The extra man avoids placing a woman at the end of the line. It is his function to move guests into the
reception area. Very often, however, this extra person will make the line entirely too long, in which case he
may be ehmmated

Announcer———Host———Host s Wife—-——Guest of Honor———Guest of Honor’s Wife———Extra man
In the event that the official who is hosting and/or guest of honor are women, observe the following:
Announcer———Hostess——Hostess’ Husband———Guest of Honor———Guest of Honor’s spouse—--—
Extra man, if a woman precedes him.
+h ¢ ~F L H
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When the guest of honor is a head of State, the host and hostess relinquish their positions and the line
appears as:

Announcer———Chief of State———Spouse of the Chief of State———Host———Hostess———Extra man.

Guests do not shake hands with the aide/announcer. The guest should state his/her name and then
proceed through the line. In the case of couples, the guest who has been invited because of his/her official
capacity, precedes his/her spouse or date through the line.

A typical pattern of introduction which the aide may use is as follows. The aide receives the name of
the guest, turns to the host/hostess, after exchanging amenities, will turn to his/her spouse and say, ‘“Mrs.
Brown, Mrs. James”. The guest in proceeding down the line simply smiles, shakes hands, and greets each
person with, “How do you do” or “Good evening”. Since names do not travel well, the guest should repeat
his/her name when necessary. One should never engage in extended conversation in a receiving line so as to

avoid holding the line up.
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It is no longer necessary to leave calling cards at a reception, even at an event given by a senior officer
for officers of his command to consider “all calls made and returned”.

ATTIRE

The expected attire for a reception should be specified on the invitation. In general, the following rules
apply:

Afternoon or Early Evening Reception (prior to 8:00 PM)
—Generally informal
—Military women and men: Seasonally appropriate service dress uniform.
—Civilian women: Street length or informal long dresses as current styles dictate
—Civilian men: Business suits.

Evening Reception (after 8:00 PM)
—Can be informal, formal, or very formal. If informal, the above rules apply. If formal, the

following is appropriate:

—Formal (Black Tie)
—Military men and women: Seasonal dinner dress uniform.
—Civilian women: Long formal gown.
—Civilian men: Black tie; tuxedo.

—Very Formal (White Tie) — Very seldom worn
—Military women and men: Formal dress uniform
—Civilian women: Very formal gowns.
—Civilian men: White tie; full dress evening wear.

NOTE: One should remember that the above dress code is a strict adherence to protocol as one would see
in Washington, D.C. Other areas of the country such as California or Hawaii are far less formal.
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Traditionally, naval officers were expected to pay formal social calls on their commanding officers
when reporting to a new duty station. The new officer, accompanied by his/her spouse would visit the
commanding officer’s home for 15-20 minutes and leave calling cards.

Times have changed, however, and the trend is toward less formality in social settings. The formal

exchange of social calis is generaily not required today. it is far more common for a commanding officer o
host large scale receptions to welcome newcomers and bid others farewell. An officer should always inquire

st
s to the new command’s policy.
Should formal calls be desired, the following general guidelines are observed. An appointment should be
made, and the officer and spouse should arrive promptly at the residence of the commanding officer. Usually
a social call lasts 20 to 30 minutes, with light, pleasant conversational exchange. The appropriate number of
cards is left on a silver dish or tray located on a table near the door. The officer paying the call leaves one

of his cards for the husband and one for the wife, as weil as one for each lady in the house over 18, not

8

s Al oAb B Lot V2 Ll s o e ML ot 1l e ne lacccaa acma ancd fan ana Tande: ~AF ¢hin
moreé tnan tnrée cards oecing I€it oy any one rson. The civilian woman leaves one card for each lady of the
house over 18, but never for a man, not even the President. A man can never make a call for his wife nor
leave her m_-r_k although she may make calls and leave cards for him, except in the case of a call on his

Excepnons to th1s recent trend are few, but often include officers on military and diplomatic assignment
in foreign countries. These individuals often call on officials within their own embassy and military activity,
on officials of the host government, and on diplomatic representatives of other governments. In these cases,
it is best to check with the protocol officer of the U.S. embassy for guidance on iocal customs.

CALLING CARDS
Despite the fact that formal social calls are rarely made, calling cards are still useful in many situations.
They are sent with flowers or gifts, as informal invitations to informal parties of any type, as reminders,

or as bearers of messages of condolence or congratulations. Accordingly, a suppiy of enveiopes which

Al o Lc_ . £ AL % __ 1 PSR S B A fadlon s —madal caladlana 8 a ezion demeraadacamad
approxunal ine size of the card anda yet coniorm {0 €xi LE postal I guuu 113 13 4 WIN LIVCSUTICIIL.
It is a great help and often economically advantageous to patronize only the finest eng.ra.ers. They

generally know the correct use of titles and social forms and are qualified to advise concerning the type size,
paper quality, and similar matters. Some are also willing to help the junior officer to economize by making
three cards, namely the joint card, personal card, and the wife’s card from a single plate. Many engravers will
keep a plate on file and fill subsequent mail orders.

C ‘ng cards need not be engraved. The more economical process of thermography which produces a

=3 PRy = 2
sed print is a very acceptable substitute.

SELECTING CARDS

The following recommendations regarding personal cards and their use are founded on accepted social
practice and naval tradition.
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Neither abbreviations nor initials are cenerallv allowed. Suffixes are the ginole e

0 no are gener Y utlixes 1¢ single
The suffix “Jr ” may be used instead of the preferred “junior” if the officer so desues or 1f his name is very
long or preceded by a lengthy title. The Roman numerals II, III, and IV, which are used to identify a younge:
man who has the same name as an older living relative, also follow an officer’s name on his card. A comma is
always used between the suname and suffix.

o
"
(e}
(1]

=]

Clarity rather than undue size or ornateness is desirabie in the lettering. Script, shaded roman, and antique
roman are among the most popular styles. offering the advantage of a distinguished and legible appearance
AVEHGIL GV Qg uiv aUSt pUpuial Siyals, ULICTing uiC aivallitdge UISUIIRUIMITU dailu ICEIVIC appoaralice

PERSONAL CARDS

Male Officers
A male officer’s personal card is approximately 3-1/8 inches long and 1-5/8 inches high, although the

lengm of the name and titie will determine the exaci dimensions.

Women Officers

wornern U jiee

A woman officer’s card measures approximately 2-7/8 inches long by 2 inches high with slight variation
allowed for long names or titles.

Senior Flag Officers
A very senior officer is entitied to use his/her rank and surname on the cards, but many prefer to have
sl o t. 1M mmeeen menmcncead b cncnerdda ccencn Amcmcelada SdacmdifEanti e
uice 1 1dInc Cllgl' veua W plU 1Uc INUIC u llplClC aciiiicauvn
Admiral Smith
United States Navy
of
Admiral James Lyttle Jones
United States Navy
Vice Chief of Naval Operations
Craclne NECnnea Tialana ~8 ~E8an-a ~F tha aeada ~AF Ancrenan Aar and ahnrva shAanld neasnada thair namae Tha
QEIOr Ujicers. 11Uy 01 OHIIKCIY UL Ul glaut Ul Luniinaiuel iU dUUVL MiUuUlU pPIoiiunr uivi naiiivs. inav
service desienation of such senior officers mav be directly below the line bearing the officer’s name and
vice designation of such senior officers may be directly below the line bearing the officer’'s name ar
rank, or in the lower right corner of the card
Rear Admiral Elizabeth Eileen Flanner
United States Navy
or

Junior Officers. Titles of junior officers (warrant officer through lieutenant commander) are engraved in the
lower right corner of the officer’s card and centered above the service designation.

Timothy Daniei Ace, Junior

United States Navy
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Shawn Claire Smith

Lieutenant, Junior Grade
United States Naval Reserve

Staff Corps Officers. Staff Corps designations properly appear before the service affiliation of the senior
officer wherever he/she elects to locate the latter. For all others it must appear in the lower right comner
between the rank and the service designations.

Rear Admiral Thomas Francis Boeing
Supply Corps, United States Navy
or
Louis Gawain Foster, Jr.

Lieutenant Commander
Medical Corps
United States Naval Reserve

Midshipmen. Cards of midshipmen show their title and service in the lower right corner.
William Howard Hoover

Midshipman
United States Navy
or
Maureen Therese Connelley

Midshipman
United States Navy

Retired Officers. A retired officer’s card is engraved exactly as that for an officer of comparable grade on
active duty except that the word “Retired” is added on a separate line below the service affiliation.
“Retired” should not be abbreviated, placed within brackets, or otherwise positioned on the card.

Captain Terence Amole McGinnis

Judge Advocate General Corps
United States Navy
Retired

Naval Attaches. A two-ply glazed white card, measuring about 3% inches long and 2 inches high, is used for
the official card of a naval attache. Name, rank, and service are engraved on the first two lines in the manner
appropriate to the rank of the officer concerned. Commanders and above show their grade and full name on
one line, with staff corps (if any) and service on the second; while junior officers place their full name on
the first line and their rank, corps if any, and service on the second. The third line reads “Naval Attache,”
and in some cases a fourth line, “Naval Attache for Air” is added when appropriate. These are followed by
the line, “Embassy of the United States of America.” The name of the capital of the country of
accreditation is engraved in the lower right comer.

Specific local requirements governing the number of cards for a given assignment, the foreign language
cards which may be needed, and other such details are established by the Department of State.
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Senior officer naval attache:

Captain Howard Homer Skidmore
United States Navy
Assistant Naval Attache
Assistant Naval Attache for Air
Embassy of the United States of America

Copenhagen

Senior officer, staff corps, naval attache:

Commander Herman Kordenat Rendtorff
Dental Corps, United States Navy
Assistant Naval Attache
Assistant Naval Attache for Air
Embassy of the United States of America

Moscow

Junior officer naval attache:

Charles Wilkes Styer, Jr.
Lieutenant Commander, United States Navy
Assistant Naval Attache
Assistant Naval Attache for Air
Embassy of the United States of America

Paris

Other Naval Personnel. Naval personnel below the rank of warrant officer use a card which bears only their
names in the center and the service designation at the lower right corner. “Mr.”, “Miss”, *“Ms.”, or “*Mrs.” is
never appropriately used on the personal cards of military personnel.

Navy Department Civil Officials. The service Secretaries and Under Secretaries, although not members of the
President’s Cabinet, are allowed to use simply their tities on caiiing cards just as Cabinet members do.

The Secretary of the Mavy
The Under Secretary of the Navy

An Assistant Secretary’s card carries his name and title since each executive and service department has
more than one person with this position title.

ilmee llnssasse A cmaceind wammanle Aned o enitnear than o mnnle and ia Antatamarly aha, .t
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by 2% inches high. It is preferable that a wife’s card match her husband’s in color, style, type of engraving,
and indication of the name. Often, the home address is engraved in the lower right corner.

The wife of an official who uses only his title on his card has hers engraved with only the surname.

Mrs. Robert Louis Smythe

L g e



OPNAVINST 1710.7

17 JUL 1979
ur
Mrs. Earle Peter Jones
24 Granby Street, Boston
or
Mrs. Laird
JOINT CARDS
Married couples sometimes use a joint or double card reading “Captain and Mrs. John Robert Jones”
The size approximates 2% by 3% inches. This card is particularly useful to send with gifts or flowers, or as
informal invitations. When :calling on a married couple, one such card may be left along with an additional

card of the husband.
Although at one time only commanders and above used the joint card, it is now frequently and properly
used by lieutenants and above.

It is sometimes advisable to engrave the address in the lower right corner of the double card. If a
permanent address is uncertain, it may be omitted from the card plate and penciled on the cards as used.
The officer’s branch of service is never indicated on this card.

2220 West Street

or
Lieutenant and Mrs. Mark G. Burgunder
INITIALED CARDS

The foliowing standard abbreviations penciled in the lower left corer of visiting cards were at one time
siand $~ mAnmuay farenal cmsccaces as indicated Thas ara nnpacinnallyy sionad in wvary fasmsal anmAd AdiclAaceatin
us€d 10 Convey 1o0rm MESSAZES as inaiCatéa. 1n€y are O0CCasionany used in very iOfmidl a&and aipiGiianic
eattinae tndav
Wllulsﬂ wvua
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“p.f.”—pour feliciter—to congratulate, is used to extend felicitations on occasions such as national
holidays or some special event. Cards so inscribed are generally mailed or delivered to arrive on the day
being celebrated.

“p.c.”—pour condoler—to condole, may replace the usual English expressions of sympathy on a card left
personally or sent through the mail at times of bereavement.

“p.r.”—pour remercier—to thank, is written on a card to be mailed to a person who has sent a card

fmancihad wael, S £ o 66, L

nsCrioea wiu p.a. Of p.C. .
“p.p.c.”—pour prendre conge—to take leave, is used on a card by the ind V!r.l_m._l who is departing from a
station or community. If it is impossible to call in person, such cards may be sent by mail and should be left

on all officials and all acquaintances by whom one has been entertained.

“p.p.”~pour presenter—to present, is occasionally seen on a friend’s card that has been sent with a
stranger’s card. This is intended to introduce the stranger. When such a card is received, one should
immediateiy send cards or cail on the person so introduced.

bl
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INFORMAL CARDS
It should be noted that soalled “informals” which are of two types, fold-over cards and single flat

cards, are substitutes only for note paper and are never to be used as visiting cards. The appearance and uses
of informal cards are discussed in chapter 2.
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The Dining-ln is a formal dinner function for members of an organization or unit. It provides an
occasion for officers to meet socially at a formal military function. It is also accepted as an excellent means
for bidding farewell to departing officers while welcoming new ones. Finally, the occasion provides an
opportunity to recognize both individual and unit achievements.

The custom of Dining-In is a very old tradition in England but is not exclusively military. It is believed
that Dining-In began as a custom in the monasteries, was adopted by the early universities, and later spread
to military units when the officers’ mess was established.

The primary elements are a formal setting, the camaraderie of the members of the mess, a fine dinner,

traditional toasts to the President and military services, martial music and the attendance of honored guests.

There are two officers of the mess. The President is normally the senior officer although he/she may
delegate another to assume the function. The President presides over the mess throughout the evening The
Vice President is appointed by the President and is normally the junior member of the mess. He/she is
affectionately referred to as “Mr. Vice/Madame Vice”, and is the key figure in planning for the dining-in.
During the dining-in itself, he/she discreetly quiets any disturbance, announces or seconds toasts as directed
by the President, and prepares a list of offenders and offenses for the President. The list may be handed to
the President or read aloud ~* directed at the time specified by the President.

GUESTS
There are two types of guests, official and personal. The former are those hosted by the mess and are
usually senior in rank to the President, such as a distinguished civilian, a prominent foreign national, a senior
official of the U.S. Government or distinguished representative of the other armed services. Personal guests,

et Lb aco ~e i omn Donaidacs

invited with the permnssnon of the I'I'CSi(ICIu are ]umor in rank to the President.

PROCEDURE

Cocktail Hour

Preceding the dinner there is an open-bar cocktail hour which lasts for approximately 45 minutes. Each
member of the mess should arrive five minutes before opening time. It is customary for each officer to greet
the President of the mess and later to aid the President in entertaining the guests.

Call to Dinner

The signal for dinner will be the playing of “Officers Call”, followed by appropriate marching music.
After “Officers Call”, as soon as the music starts, all officers not seated at the head table should dispose of
their drinks and cigarettes, proceed to the dining area, locate their places and stand quietly behind their
chairs. Seating will normally be done by rank, and a diagram should be posted in the cocktail area for
viewing prior to the call to dinner.

61



OPNAVINST 1710.7

Those individuals seated at the head table will remain in the cocktail area until all others have reached
the dining room. The President indicates that dinner is to be served and heads the line which will march into
the dining room. The honored guest will be on the President’s right, followed by the remaining officers in
order of seniority. Just prior to entering, the President will instruct the band leader to proceed with the
ceremony. An appropriate march is played as the President leads the members of the head table to their
places. As soon as the last officer to be seated has stopped and turned to face his/her place setting, the band
will cease playing and prepare to play appropriate dinner music.

No one may take his/her place at the table after the head table has entered without first requesting the
permission of the President. Conversely, one may not leave without the permission of the President.

Grace
As soon as the music has stopped, the President will rap for attention and announce “Gentlemen/Ladies,

ntad ~é sl o.... A
U

the aoraca? Tha Chanlain udll {hen cavy ana Tlana it Ud at thé sound of

completion all officare will ha oo
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the gavel.

Gavel

The gavel will be used by the President to signal the members. Three resounding raps requires the
attention of the members whether standing or seated. Two raps causes the members to rise standing in place,
and one is the signal for the members to take their seats.

Seating Arrangements

The President of the Mess sits at the center of the head table with the guest of honor on his/her right.
The Chaplain will normally sit to the far left of the President. The remaining guests at the head table are
seated according to protocol. The table at which Mr. Vice/Madame Vice will be seated should be at the
opposite end of the banquet hall so that he/she and the President will face one another when speaking.

X PRESIDENT

V PRES.

X= Guest of Honour

Table Setting

A formal place setting is used for mess night. Certain ground rules for the use of silverware and
glassware simplify the procedure. A lay plate is in the center, partially covered by a neatly folded napkin on
top of which lies the place card. To its left, working from the outside toward the plate, will be the forks in
the order of use,—fish, meat and salad, the latter properly being after the main course. To the right working
from the outside toward the plate, will be the spoons in order of use,—soup and tea. Then the knives—meat
and salad. Above the knives will be the crystal. Again working from outside towards the center (or right to
left), in the order of use,—white wine glass, red wine glass, champagne, claret glass for port and a goblet for

watar
WALV,
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After each course, all used silver and glassware will be removed. The dessert implements are normally
found on the dessert plate when served. If not, they will be the innermost utensils of their kind. Butter
plates are not used in formal settings.

Ash trays and cigarette containers will be conspicuously absent.

The formal dinner consists of six courses: appetizer, soup, fish, entree, salad and dessert.

Wines

Appropriate dinner wines will be served. White wines are generally served with fish and fowl, red wines
with blood meats. Port in keeping with tradition will be served after dinner for toasting.

Should an officer not desire wine, he/she should put his/her place card over the glass or inform the
steward that he/she does not wish wine. The glass should not be turned upside down as a means of
indicating that wine is not desired. However, glasses should be charged with port for the toasts and at least
raised to the lips. If toasts are proposed prior to dinner, they are drunk with the white entree wine.

At the end of a course that calls for wine, the waiter will properly remove the glass. One should not
stop him, even though the glass may be full.

Toasting wine, presented after the conclusion of the meal will be placed on the table. Members of the
mess serve the toasting wine themselves. When serving the toasting wine, members should always pass from
left to right.

Dining-In Toasts

A toast is the traditional and formal way of honoring a country, organization or institution. Formal
toasts are never drunk to individual persons by name.

Following dessert and coffee, Mr. Vice/Madame Vice will announce to the President: “The wine is ready
to pass, Sir/Ma’am”. At about the same time that the port wine is placed on the table, the ash trays will be
placed. One should not drink the port, nor smoke. The important thing to remember when passing port is
that the bottle must never rest on the table until the last glass at the individual table is charged, and that
each glass is charged whether the member drinks or not. As the bottles are emptied, the member having an
empty bottle will raise it to indicate that a replacement is needed. When a bottle has reached the end of the
table and the last glass is charged, it may be set down.

When all glasses are charged, the President will rise and call for a toast to the Commander-in-Chief. At
the sound of the gavel, Mr. Vice/Madame Vice seconds this by rising and addressing the mess, saying,
“Gentlemen/Ladies, the Commander-in-Chief of the United States”. Each member and guest then stands,
repeats in unison the toast (e.g., “The Commander-in-Chief of the United States™), sips the drink, and
remains standing. The band then plays the National Anthem. At the conclusion of the music, members and
guests are again seated.

Immediately after the first toast, the President will call for the smoking lamp to be lighted. Mr.
Vice/Madame Vice will present a lighted ceremonial lamp to the President who in turn will offer the light to
honored guests. After the lamp has passed the President, he/she will announce, “The smoking lamp is

Bohtad? Coolioo aow commence thr tha o “ igeri ;
lighted”. Smoking may now commence throughout the mess. Cigars will be distributed to each table with
the port.

Thereafter, the President may either personally call for specific formal toasts or may recognize a
member of the mess to do so. If the President calls for a toast, Mr. Vice/Madame Vice will second it. If a
member of the mess is recognized for the purpose of proposing a toast, the President will second it. Do not
“bottoms-up” your drink on each toast. “Bottoms-up” is expected only on the toast to the U.S. Navy, the
last of the evening. Do not be caught in the position of having an uncharged glass!

Toasts will be drunk in the following order:

The Commander-in-Chief

The United States Marine Corps
Missing Comrades

Chief of Naval Operations
Informal Toasts

The United States Navy (final toast)
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After the initial formal toasts, the President will introduce the Guest of Honor, who will address the
mess. Following this address, informal toasts will be received from members of the mess. During this period,
any memoer of the mess who wishes to initiate a toast will stand and address the President. On being

. ’ i h
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manner as in the formal toast.

When in the judgment of the President the-informal toasting has sufficed, he/she will rap thrice with the
gavel and commence the business of the mess by asking Mr. Vice/Madame Vice to read the list of offenders
who h ave vi i ted the customs and traditions of the mess. Fines and suitable payments are assessed as

onnd whila A\
Lallu

e 1es s ut ising, Cau 107 a toas ne u. . N Nu€ i,
V!gf.a/Mada_me Vice seconds the toast. Before seconding, Mr ,1ce/Madame Vice proceeds to the head table
and fills each glass starting from honored guest and ending with the President. The President then fills Mr.

Vice/Madame Vice’s glass, who faces the mess and seconds the toast. All present rise, responding in unison,
“The United States Navy,” drain the entire glass and remain standing while “Anchors Aweigh” is played.
Following the toast to the U.S. Navy, the President will invite those present to ]om him/her at the bar.

PSR SRS T & SE SIPURE R S PR 31 abn Lo 4w bd. Lo Va8 abs oo L L T nn En
Atlendaees snouia r mam dat nelr praces untu wneé nea tapie nas iert tneé mess. ine Dar Wil D€ Open 101
nurchaca af refrachmente and mamhare and thair onacte will ha fraa ta conaracata Attendase chanld nat
purcnas€ o réiresnmenis and memoers ang nelr guests wui O€ iree 1o congrégaie. Atiendees snowid not
depart until the President and all official guests have departed.

Despite its formality and ritual, Dining-In is intended to be an enjoyable and enriching experience.
Those who have attended previous Mess Nights have found them to be so, and it is hoped this tradition will
continue.

Dining-In Violations of the Mess
1. Untimely arrival at proceedings.
Smoking at table prior to the lighting of the smoking lamp.
Haggling over date of rank.
inverted cummerbund.

22l nesd Aliéorrodera nr
LOuUua ana Ootrusive Ul
Imnraner toastine nrocedure
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g the dining area without permission from the President.
Carrymg cocktails into the dining room.
Foul language.
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10. Wearing clip-on bow tie at an obvious list.

11. Being caught with an uncharged glass.

12. Rising to applaud pariicuiarly wiity, succinct, sarcastic or relevani toasts, uniess following the
Avasmela ~F tha Deacidant
CAalIpIC UL LLIC TIC3UCIit.
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CHAPTER 9

occasions: keel-laying, christening unching), commissioning, and decomm}ssmning. Various directives
pertaining 10 these events are issued periodically, and one should check with the District Commandant’s

office for local guidance.

Questions often arise concerning the proper wording of invitations and the agenda for the ceremony.
Fortunately, existing regulations do not predetermine the precise sequence of activities or establish inflexible
protoco) stipulations. Responsible officials are given a comfortable latitude to produce a ceremony
distinctively Navy in heritage and significance, yet singuiar in its specific circumstances. The information

imparted in this chapter is intended to represent not a rigid standard so much as a concept of what has been
done in the past in order to provide a guide to what is traditional and appropriate for the situation.

The first milestone in the history of a ship is the generally simple ceremony which marks the laying of
the keel. The invitation is issued by shipyard officials and the ceremony conducted by them. The builder
may be the commander of a naval shipyard or the president of a private company

Invitation. The following is an annotated sample of a typical and correctly worded invitation to a keel-laying
ceremony:

The Commander, Charleston Naval Shipyard

ipon u he occasion of the
laying of the keel of the destroyer
NEVERSAIL!
by the Honorable _____ 2

at the Charleston Naval Shipyard
on Tuesday, the tenth of August®

ad L 10 .

at nair past tweive o’clock

5

the speaker. Use the title “Honorabie™ only when it is appropriate io the status of the speaker.
Show the titie of the speaker, if any, e.g., The Secreiary of the Navy.

*Some officials with a view to the historic nature of the event, choose to inciude the year. When used, it should appear

on the line following the date, written as “nineteen h_u__g_gd and seventy-nine’
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Program. A sample program for a keel-laying ceremony with annotation as to participants is shown below:
Program

National Anthem

Invocation .. .................. Chaplain.
Welcome and introduction of principal
speaker . ................... President of the shipbuilding combpanv
President of the shipbuilding compan
or commander of the naval ship-
yard.
Address ................ ... ... Principal speaker.
Authentication of the keeldaying .... Optional. If included, the principal

guest, generally the speaker, will
affix a name plate or inscribe his
initials on the keel.
Movement of the keel into position on Performed by workmen.
the shipway.
Announcement that the keel ‘“Has been Announced by the speaker or the

truly and fairly laid”. president of the shipbuilding com-
pany.
Benediction ................... Chaplain.

LAUNCHING/CHRISTENING CEREMONY

In this second significant ceremony, the recently constructed ship is solemnly dedicated, named, and
committed to the sea. There are many variations in launching programs, even as to whether it is known as a
naum,mng or cnnatéﬁing or both. The desires of the shipbuilder and of the Navy as well as é)uaung
circumstances will determine its final form. It should be noted that the designation of U.S. Ship (USS) is not
properly used with the ship’s name at this point, for she has not yet been accepted into naval service.

uscda I RC I D 14111€ LIy DO 145 110U uce act 1LY Iidval SCIVILC.

Invitation. The following example of a launching invitation is typical:

The Commander, Portsmouth Naval Shipyard,
requests the honor of your presence

nineteen hundred a.nd eighty’
at half past ten o’clock
at Portsmouth, New Hampshire

s L. ne YEZIIVC o 6

. Robert Thomas willams, prﬂSOf'

R.s.v.p.

Program. The following elements constitute most launching programs, although the sequence of events and
participants can be altered:

Sponsors are generally prominent women of the community wh
bottle of wine against the ship’s bow as the ship slides into the water.
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Program Participant
The National Anthem
Welcome . ........c.00000.n e e Shipyard official.
Introduction of the speaker .................. District commandant.
Address . ..... ..ttt i i i e e Principal speaker.
Invocation ...... e e e e e Chaplain.
Introduction of the sponsor (and matrons of honor)... Shipyard official or district
commandant.
Christening ......... e e e et Sponsor
A common variation and elaboration of these parts is found in the ensuing example:
Program Participant

Attention sounded

Opening Remarks . ........................ District Commandant.
AAddannn ~ne tha ahica?s ncmvancalba nemd histacer AF Frcemas
AUBRICD Ull e aluy S MAIIIWAAT allu 11LWV1Y VUl viuwel
. o
shipsof thename ...................... Guest speaker.

Attention sounded
Introduction of the sponsor, matron of honor, and District Commandant or other
representative of the society of sponsors. . ...... speaker.
1

Attention sounded

Invocation . ..............0 0ttt iiiiiaenn Chaplain.
Christening . ... ...... ..ttt ereenennennnn Sponsor.
Anchors Aweigh

COMMISSIONING CEREMONY

The third and most important ceremony in the history of a ship admits her to the U.S. Navy. The
essence of the ceremony is her acceptance by the Navy, entitling her thereafter to fly the commission
pennant and to be designated a U.S. Ship.

There are two major steps in the commissioning process. Initially, the builder turns the ship over to the
commandant of the district. The latter, who is the intermediary between builder and prospective
commanding officer, receives the ship and commissions her. The commandant then turns the ship over to the
prospective commanding officer who accepts her, assumes command, and proceeds to act as host for the
remainder of the ceremony.

Invitation. There are two forms which commissicning invitations commonly take. The principal difference
between them lies in the consideration of who is the host for the ceremony and in whose name, therefore,
invitations are extended. In practice, the first portion of the ceremony, including the commissioning itself, is
the responsibility of the commandant of the naval district. For this reason, invitations citing the
commandant as one of multiple hosts are often used; however, those tendered in the name of the
commanding officer, officers, and men are at least equally traditional.

Although acceptance as a U.S. Ship does not occur until midway in the ceremony, invitations
customariily use the designation USS (without periods) with the ship’s name.

7 Presentation of a gift to the sponsor may instead be made at the reception which follows the ceremony.
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The invitation may be engraved on full size, heavy white paper, similar in style tc a wedding invitation,
or as is more usual, on a white invitation card which is entirely plain or topped by a replica of the
commission pennant.
Example 1:
The Commandant, Fifih Naval District,
the Commanding Officer and Ship’s Company®
request the honor of your presence
at the commissioning of®
USS NEVERSAIL (DD-2215)
at the Norfolk Naval Shipyard, Norfolk, Virginia
on Monday, the fifteenth of August
nineieen hundred and seventy-one
at half nact ana a’slanlk
at half past cne ¢'clock
R.S.V.P.
255-5812
Example 2:
The Captain, Officers and Crew of
UNITED STATES SHIP NEVERSAIL
request the honor of your presence
on the occasion of the commissioning of
UNITED STATES SHIP NEVERSAIL
Boston Naval Shipyard, Boston, Massachusetts
on Saturday, the tent'n of May
_______ remAend n:..l..f.
lIulClCCll llullUlCu d]l lElll.y
at three o’clock
Please present this card
at the Henley Street Gate 10
Program. An annotated sampie program for commissi
Program Participant
Band selections
Invocation .. ... ... ...t e Chaplin.
Weicome and iniroduciion of the district commandant. Builder or shipyard commander.
Introduction of distinguished guests . ............ Commandant.
Reading of commissioning directive . ............ Commandant.
Ship commissioning . ... .. ... ... ... . .. Commandant.

Raising of colors, Union Jack, and commissioning

peliian l
National Anthem

8 The “Commanding Officer, Oificers and Crew™ is an acceptabie aiternate second iine. it is unnecessarily exciusive io
extend the invitation to the ceremaony in the name of only the ‘(‘nmmandmn Officer and Officers”, as is sometimes done.

%It is incorrect to use the definite article before a ship’s name inasmuch as there is but one of the name in commission
at any given time.

19The desired uniform may be specified here, or such other information as “Cameras not permitted”.
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Acceptance of command, reading of orders, and
assumption of command .................. Commanding officer.
Setting the watch . ..................... ... Commanding officer and

executive officer.
Rendering of honors/personal flag of VIP/SOP broken . Commanding officer orders.

Introduction of principal speaker .............. Commanding officer.
Address ... .. ... ..t et et e Principal speaker.
Remarks . ... ........0iiiiiinnenneeeennnn Commanding officer.
Presentation of gift(s)!!

Benediction . ............¢.0iiiiti Chaplain.

Band selections

DECOMMISSIONING CEREMONY

Still another ceremony terminates the active naval service of ships other than those lost at sea. A
decommissioning is generally a somber occasion and far less elaborate than any of the others discussed here.

Program. The main parts of the ceremony which are again subject to reordering are:

Program Participant
Arrival honors (if appropriate)
National Anthem

Invocation . ... ..........c.0 ittt Chaplain.

Introduction . ............. ... .. . . .. . ... Commanding officer.

Remarks (such as resume of the ship’s history) ..... Commanding officer or
other speaker.

Readingoforders ......................... Commanding officer.

Remarks . ...... ...t iiiinnneennenennnn Commandant or authority

accepting custody.
Decommissioning and relinquishment of command ... Commanding officer.
Benediction . ............ . ...t Chaplain.

An abbreviated ceremony which varies slightly from the foregoing is as follows:

Program Participant
Arrival honors (if appropriate)
Invocation .............. .. .. it .. Chaplain.
Introduction and remarks (orders read) .......... Commanding officer.

National Anthem

Colors lowered

Transfer to the Reserve Fleet ................. Commandant or authority
accepting custody.

'"At this point in the ceremony gifts are often presented to the ship by the sponsor, by state, city or community
officials, or by the shipbuilder.
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hange of Command and Retirement Ceremonies

Change of Command. Traditional ceremony surrounds the important military occasion of change of

f a shis or shore nnhmfy The fel!e“""g recommendationg I'medlnﬂ invitation format

command whether of a ship
and g.he sequence of events are offered to supplement both the existing Navy rezulatnons on the subject and
the individual desires of the principal participants. Annex E is provided for additional reference.

INVITATION

Invitations are normally headed by a replica of the personal flag of the officer being relieved or a

commission pennant.
An appropriate format is:

United States Atlantic Fleet
requests the pleasure of your company at the'
Change of Command Ceremony at which

............ Osndon .

Admiral Robert Louis Stevenson, United States Na y
will be relieved by
Admiral John Paul Smith, United States Navy
on Friday, the twenty-second of June
at ten o’clock
on board USS AMERICA (CVA-66)
pier Twelve, United States Naval Station

Norfolk, Virginia

Uniform: Service Dress White

R.S.V.P.
428-3941
a a st s A PRSP iy | G S a2 mmsmeasmamse £ ol ~ ia nen a scmallar ~Ane
An invitaiion to a recepiion following the ceremony if included is on a sr saller card that is enclosed
with the basic invitation. It may appear as

Reception
immediately following the ceremony
Officers’ Club, United States Naval Station
Washington Navy Yard

R.S.V.P.
Card Enclosed

!While it is equally correct to use the engraved invitation that requires the writing of the guests’ names, it is no more

correct than the fuily engraved invitation which “requesis the pieasure of your company,” and it creaies neediess work in

the preparation.

~l
—



OPNAVINST 1710.7
17 JUL 1979

Sample enclosure card:

accept
— will be unable to accept
the invitation of
the Commander-in-Chief, Atlantic and United States Atlantic Fleet
to attend the reception foiiowing

tha ML afnge nf o d Nacnss ~oer
i€ nan B O1 Lomimana weeliuny

**Mailing. Invitations to Change of Command and Retirement Ceremonies are considered to be “official
business” and may therefore be mailed using the Navy Department ‘“‘Postage and Fees Paid” indicia. Social
functions held in conjunction with these ceremonies such as receptions, are not considered to be official
business and therefore may not be mailed under the indicia. Inclusion of social invitations to “official
rs the latter meugxble for indicia mailing.?

S PN JPOSGINUIIU I T Rt PSS .

on, lllt: LUIIlIllth Wll.lbll UCblle o

elect an alternate means
eiect ans

an alter invitino ouests to the former. The followin

ituig puv 1V, 20 1V

1ate means o i
(1) Mail invitations to the ceremony, including an invitation to th
for the postage.
(2) Mail invitations to the Ceremony only, requesting R.S.V.P.s and announce at the ceremony that a
reception will follow to which all guests are invited.

PROGRA

ANNSNFAN i miva

A sample program for a change of command ceremony, with annotations, is as follows:

Program Participant
Arrival honors
Wl manl A sl
Nauvildl ANLIRCT
Invocation . ............................. Chaplain.
Remarks . .......... ... . . ... i, Guest Speaker.
Remarks and reading of orders .. .. ..... ... ... Officer being relieved.

Full honors to officer relieved
Mk, L _ OO L %

Uatn o1 oifice i required
Reading of orders, remarks

command ........................... Officer relieving.

Seating for the official party should be in keeping with official precedence. Using the departing
Commanding Officer as the host figure for the occasion, follow the customary alternating pattern of senior
man to host’s right, second senior to his left, etc. This generally has the additional advantage of situating the
principal participants relatively near the lectern.

*(a) Paragraph 3204 of OPNAVINST S111.1A.
(b) Copy of CNO Memorandum Ser 00/500327 of 11 Nov 1976.
YPNY H 7

Cantin= 12799 £ITQ Does-t Qoculong Moo
L) oL liunt 1J37.£44 O U.O, rOMAl D("VILC Mdlludl
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RECEIVING LINE

The receiving line at the reception which follows such an occasion is normally comprised of the aide,
outgoing officer as host, wife of host, incoming officer, wife, and an additional officer. The latter who is
added to prevent a lady’s ending the line may well be the executive officer, public affairs officer, or other
officer as determined by the host. If it is deemed desirable to include the principal guest and his wife in the
line, they would stand guest and wife following the wife of the host and before the incoming officer.

RETIREMENT CEREMONIES

Retirement ceremonies, because of their similarity to change of command ceremonies (and often
concurrent) should be organized in much the same way as a change of command ceremony. One possible
difference is that there is only one central figure and he is the one retiring. The officer retiring should play a
major role in the planning of his retirement ceremony.

Where possible, the guidelines of Change of Command Ceremonies should be followed.

Invitation. In the case of a Retirement Ceremony alone, an invitation would be worded as:

*Commander, Naval Intelligence Command
requests the pleasure of your company
at the Retirement Ceremony of
Rear Admiral Thomas Ray, United States Navy
on Friday, the eighteenth of March
at ten o’clock
Admiral Leutze Park, Washington Navy Yard

R.S.V.P. Uniform
692-1056 Service Dress Blue

*This would be the host figure for the event.

Combined Change of Command and Retirement Ceremony Invitation. In some instances, change of
command and retirement ceremonies are combined. A properly worded invitation would be:

Commander, Naval Supply Systems Command
requests the pleasure of your company
at the Change of Command and Retirement Ceremony
at which
Rear Admiral John Smith, Supply Corps, United States Navy
will be relieved by
Rear Admiral Henry Jones, Supply Corps, United States Navy
on Friday, the thirteenth of April
at half past eleven o’clock
Admiral Leutze Park, Washington Navy Yard

R.S.V.P. Uniform
Oxford 51234 Service Dress Blue
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Arranging Visits for Dignitaries

GENERAL GUIDELINES

The aide or visits officer who is required to handle local arrangements for the visit of a U.S. or foreign
dignitary, and perhaps his wife/her husband, necessarily confronts certain logistic, social, and protocol-related
problem areas. Often the itinerary has been clearly delineated by higher authority and local programing of
its execution is all that is required. Unfortunately, however, troublesome details often fail to occur to the
novice planner until difficulties develop. The following guidelines are provided to help eliminate problems.

The most minute detail of the visit must be carefully planned and a realistic amount of time allotted.
The names of all persons who are in any way associated with the visit, their exact duties and schedules, and
the minutia concemning transportation of persons and ]uggage should all be laid out well in advance of the

arrival of the cngmtary The fouowmg shouid be accompusnea GUﬂﬂg the planmng pnase

1 pn.-|rn that all arranea nte slinding racaruvatin far hatale and etarirante sritin
LY ISUi1IV Wias au ﬂllﬂls\-lll\vlltB, lu\'lu\uus l\fB‘tl Vﬂll\lll-) lUl llUt\tlE arnu IVDEGUINIW Illb lll "llluls

2. Ensure that dignitaries will be met and bade farewell by officers of commensurate rank whenever this
is possible. As a general rule, this requires that a flag officer be present at the arrival and departure of a flag
officer who is on an official visit.

3. Ensure that all drivers of the official party are briefed regarding their schedules and are given explicit
directions in order that they may operate independently if they become separated from the other cars.

4. Prepare a folio which contains at least a map of the area, the local schedule, and lists of room

aceionmante and talanhnna niimhare far nracantatinan ta annh srmhar Af tha wvicitine nart
asuIgiunviiw aliG Wilpnlid NUMoSIs 10F proseniation o tadn memolr o1 Wie ViSitifig paily.

S. Provide billeting for the U.S. escort officer in the same building 1g as the dignitary whenever possible.

Otherwise, make adequate transportation available to this escort.

6. Provide sufficient time in the schedule not only for meetings, calls, meals, etc., but also for changes
of clothes, coffee breaks, occasional rest periods, and transportation. The planner should actually time the
travel from place to place and allow extra time for boarding vehicles and baggage transfer.

7. Foreign digniiaries are usuaily accompanied by one or more aides of their own armed service.

Erannantly tha latéa afficare of tha hichact calihar whao Aactinad far s ncitinne f asthasite] in
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their country. They often form lasting impressions about the United States and the Navy on the basis of
treatment accorded them as members of a visiting party. Special attention should also be given to their
transportation, dining, and recreational arrangements and needs..

8. It is important to consider the cultural background of visiting foreign dignitaries and accommodate
wherever possible individual religious preferences, food or beverage restrictions. Minimally, their living
accommodations should be single rooms in hotels and in BOQ’s where room assignments should be made in

I{Aﬂnnna with their ctatue ac memhare of a dienitarv’s nartv rather than thair rank,
s HH mempoers Of a Gignitary s parly ratner tnan nir

9. Give careful attention to scheduling the itineraries of wives of guests, especially those of foreign guests.
After determining their interests and programming them insofar as possible, plan additionally:
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a. Sight-seeing trips to view places of historic interest, scenery, or whatever the local area best affords.
b. Shopping tours, provided excellent stores offering American-made products are available. These may
include fashion shows.

c. Ladies luncheons. When the dignitary is given a stag luncheon, his wife should be given a luncheon
by her U.S. hostess or by another high ranking official’s wife. Not only American officials’ wives should attend,
but also notable local citizenry including those of the same national origin as the guest, and wives of consular
officials in the area, etc., should be invited.

d. Teas hosted by one or several U.S. wives to honor the visitor and her companions.

10. It is often helpful to prepare a checklist when planning any visit in order to avoid any oversights.

ENTERTAINMENT OF FOREIGN DIGNITARIES

There is a tendency in planning a local itinerary to resort to the more mundane type of entertainment
because its frequency of occurrence makes it easiest to plan. Use distinctive local resources to vary the
guests’ exposure to American forms of entertainment. Also consider the feasibility of using ships’ wardrooms
for luncheons and/or dinners as well as the usual shore facilities. Exposure to enlarged social circles can be
accomplished by having the hosting responsibility shared by different groups. Local Navy League and civic
organizations are often willing to help entertain visiting dignitaries.

While it is true that it is preferable to invite persons of comparable station to a dinner or small party, it
is suggested that some variety may improve larger functions such as receptions. Accordingly, an attempt
should be made to include foreigners of the same national origin as the guest of honor as well as a
representative selection of junior officers.

THE ESCORT OFFICER

The local escort officer should be carefully chosen and briefed on all facets of the local schedule,
including potential problems and their probable best solutions. A written or oral briefing should also be
provided the U.S. escort officer who will be accompanying a foreign dignitary throughout his entire tour.
Such briefings should include the following often overlooked items.

1. Establish the uniform requirements for all planned activities. Ensure that escorts know that they too
must be in the requisite uniform for each event,

2. Ensure the local escort officer keeps the U.S. escort officer apprised of the schedule and any changes
thereto, and mzkes every attempt to avoid the element of surprise. The U.S. escort officer should be consulted
in order to keep abreast of any special requests or desires of the dignitary.

3. Ensure that both escort officers know the local short-notice cleaning facilities that exist, and
facilitate any cleaning desired by the dignitary or escort.

4. Inform the U.S. escort officer of the toasts which will be offered at formal luncheons and dinners
and of the appropriate responses thereto. Also notify him of any speeches or press interviews which may
have been scheduled in keeping with the desires of the dignitary.
regarding messing, transportation, medical needs, etc., that may arise.

Whenever possible the U.S. escort officer should participate in the events scheduled for the dignitary
since he/she is the personal representative of the U.S. host, and his/her stature in the visitor’s eyes should be
preserved. Occasionally, space may preclude the escort’s inclusion in certain social events. Then, other
provisions for the escort’s entertainment shouid be made by the activity.

It is wise to provide an escort for a foreign wife, taking into consideration any language barrier that may
exist, her age, and position. Escorts may be drawn from among officers or service wives whose language
capabilities, travel, or position would make them valuable to the guest.
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Honors ceremonies often cause umdue consternation. Navy Aeguumum are summenuy detailed to
answer all questions that may arise concerning appropriate honors to a U.S. or foreign dignitary. Only those
officials and officers specified by title or grade in Navy Regulations are entitled to honors.

It is noteworthy that during honors to a foreign official, either ashore or afloat, the national flag of the
visitor is hoisted during the salute. If the foreign visitor is a military official, the visitor’s personal flag, if
provided, may be flown for honor ceremonies and from automobiles while aboard a naval activity. If no flag
is provided by a foreign military officer, the appropriate flag of a U.S. Navy officer with stars equivalent to
the foreigner’s grade may be flown from a car, and a comparable plate shown on a military plane
transporting the dignitary.

CQarlNlawy ONN UVONN ~) S R
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riags 107 SpECiiic posilions (i ., o€CINGV, UINU, VUNU, €L,) e used for visitors. In these
cases, either the military rank equivalent flag (for officers) or natlonal ensign (for civilians) should be used
for honor ceremonies.

In accordance with Article 1044 of U.S. Navy Regulations, dated 26 February 1973, during all first
official visits for foreign service chiefs, the rank of the visitor is equal to that of the U.S. counterpart.
Therefore, a U.S. Navy line officer four star flag is flown for visiting foreign navy chiefs (not CNO personal
flag) even though the individual’s military rank may be less than 0-10 pay grade.
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CHAPTER 12
Forms of Address

The following diagrams listed alphabetically indicate the title and forms of address for certain
distinguished Americans and foreigners and are offered as a ready reference for those whose official duties
may involve them in written or oral exchange with these persons.

In addition, the following general rules apply:

“His/Her Exceliency” is used in addressing a foreign ambassador. It is written out on the line above
the name, and a little to the left. Occasionally, it is abbreviated as “H.E.” just before the name, but this

format is less acceptable
AVAIMAS D AVOU mu.v

“The Honorable” is used in addressing American ambassadors and other high officials of the govemnment
as indicated in the following list. Once an individual receives this title, he/she retains it despite retirement
from the position.

he individual’s name and

1 the line ab the mndivigu

=

Han H
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Although occasionally it is abbreviated as “The Hon.” or “Hon.” in business letters,

Amencan social usage.

seav aaw

it is preferred

ittle to the left,
not

When inviting a married woman because of her position, it is appropriate to mention her name and/or
title first, followed by her husband. That is, the American Ambassador and Mr. Doe. Conversely, if the

invitation is extended because of his official position, use his title and/or name first, followed by hers:
The Honorable . . ., The Secretary of Defense
and Mrs. Smith.

There may be occasions in which it is desirable to use both individuals’ titles but in general, this is
cumbersome.

Married Military Woman. When a married servicewoman is invited in her official capacity to an event,
ithe invitation shouid indicaie her rank:
— If her hushand is a civilian:
Commander Maureen Therese Green and Mr. Green
— If her husband is also in the military:
Commander Elizabeth Eileen Smith
Captain Timothy Daniel Smith

If, however, the invitation is being sent because of the husband’s official position, the invitation should
read:

Captain Thomas Francis Jones
and Captain Shawn Claire Jones

(=]
=

Captain and Mrs. Thomas Jones

79



OPNAVINST 1710.7
17 JUL 1979

Other Forms of Address
A Navy chaplain is always addressed verbally as “Chaplain”:

Chaplain Ray Burt or Chaplain Burt

In writing or in formal announcement, he/she is addressed as:
— Chaplain Ray Burt

Captain, U.S. Navy

(Title, if any)

— Dear Chaplain Burt,

A Navy dentist or doctor is addressed verbally as Doctor up to and including the rank of Lieutenant
Commander. He/she is addressed by rank from Commander and above. In all cases, the rank is used in
writing.

Midshipman is a rank and therefore used for both males and females:

Midshipman Brian Richard Smith.

Midshipman Shawn Clair Taylor.

Introductions
There are three basic rules to remember when introducing two individuals:

1. A man is introduced to a woman.
2. A younger adult is introduced fo an older adult of the same sex.
3. An officer of lower rank is introduced to one of higher.

In general most introductions go wrong when an individual is too wordy. The following formats are
best:

“Mrs. Smith - Mr. Jones” (directed to Mrs. Smith)
“General Smith - Captain White” (directed to General Smith)
“This is Admiral Jones” spoken to Mrs. Smith, then to the Admiral, “Mrs. Smith”

When formal introductions are necessary (high church, military, or government officials, royalty, or
guest speaker) the following is appropriate:

“Mrs. White, I have the honor to present Mr. Smith”
“Admiral Jones, may I present Ensign Doe”
AMERICAN DIGNITARIES
(For simplicity, the male gender is used throughout. When the official is a woman, change those parts which

are italicized (first names, Madam for Mister when preceding a title, and Mister for Mrs. when referred to a

spouse)
spouse).
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Position Enveiope Invitation*

e United Official
States (on leave or The Honorable
retired)? John Ryan
Social
The Honorable
John Ryan
and Mrs. Ryan

Ambassador of the United Official Th

States (on post) The Honorable

American
Ambassador
Social
The American Ambassador

and Afes Durnes
alld [vr7y, n\yal

Ambassador of the United Official The American
States (woman) The Honorable and Mr. Ryan
Marie Ryan
Social
The American Ambassador

Dyan
n

a4 AL
ana ~7, n\yan

Ambassador of the United Official The American Ambassador
States (with military Admiral John and Mrs. Ryan
rank)® Jays Ryan
Social
The American Ambassador
and Mrs. Ryan

fficial Mr. and Mrs. Ryan
The Honorable
Thad Ryan
Assistant to the President
Social

The Honorable

Assistant to the President

' Names should be positioned on the invitation precisely as shown in this column.

It should be noted that while the invitation, salutation, and conversation forms indicated for retired ambassadors are
correct, it is common practice when dealing with a notable, retired, career ambassador of many years service to use
“Ambassador and Mrs. Ryan™ on the invitation, “Dear Mr. Ambassador” in salutation, and *“Mr. Ambassador” in
conversation.

**‘The Honorable™ is not used if an American military officer retains his military title
minister.
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Officials

Dignitaries

Place Card Salutation Complimentary Conversation
Close

Mr. Ryan Dear Mr. Ryan: Sincerely Mr. Ryan

Mrs. Ryan yours, Mrs. Ryan

The American Ambassador Dear Mr. Ambassador: Sincerely Mr. Ambassador

Mrs. Ryan yours, Mrs. Ryan

The American Ambassador Dear Madam Ambassador: Sincerely Madam Ambassador

Mr. Ryan yours, Mr. Ryan

The American Ambassador Dear Mr. Ambassador: Sincerely Mr. Ambassador

Mrs. Ryan Dear Admiral Ryan: yours, or
Admiral Ryan
Mrs. Ryan

Mr. Ryan Dear Mr. Ryan: Sincerely Mr. Ryan

Mrs. Ryan yours, Mrs. Ryan
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OFFICIALS
Dignitaries—Continued
INTRODUCTION
in conversation announced as
“Ahnecendnr Tnhmw Duan?? “Tha Hannrahla Faless Duan
ALNUVAaNauVl JU7irE inyall A1LV 1AVIIVI@UIV JUTI l\’ aily
Ambassador of the United States”
or
“The Honorable John Ryan, Former
Ambassador of the United States”

“Ambassador John Ryan™

“Ambassador Marie Ryan”

“The Honorable Marie Ryan,
Ambassador of the United States”

“Ambassador John Ryan”

“Admiral John Ryan, Ambassador
of the United States™

YAl Thad Ruan”
ivi7, 174G Nyai

nt for...”
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OFFICIALS
Dignitaries—Continued
Position nvelope Invitation
Assistant Secretaries of Official Mr. and Mrs. Ryan

executive and military
departments.

The Honorable
Norton B. Ryan
Assistant becretary

Socia
The Honorable
Norton B. Ryan

and Mrs. Ryan

Official
Mr. Justice Ryan
The Supreme Court of the
United States
Social
Mr. Justice Ryan

and Mrs. Ryan

Mr. Justice Ryan

A AA D
ana mMrs. f\yan

Social
The Honorable
The Secretary of Defense
and Mrs. Ryan

SDencer Ryan
Attorney General

Social

The Honorable

Tt General

Chargé d’Affaires ad interim

of the United States

Official
Paul Fay Ryan, Esquire
American Chargé d’Affaires
ad interim

Mr. and Mrs. Ryan

“The Attorney General and Postmaster General are the only Cabinet officers who do not use the title of Secretary.
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Place Card Salutation Complimentary Conversation
Close

Mr. Ryan Dear Mr. Ryan: Sincerely Mr. Ryan

Mrs. Ryan yours, Mrs. Ryan

Mr. Justice Ryan Dear Mr. Justice: Sincerely M. Justice Ryan

Mrs. Ryan yours, Mrs. Ryan

The Secretary of Dear Mr. Secretary: Sincerely Mr. Secretary
Defense yours, Mrs. Ryan

Mrs. Ryan

The Attorney Dear Mr. Attorney Sincerely Mr. Attorney General
General Generai: yours, Mrs. Ryan

The American Dear Mr. Ryan Sincerely Mr. Ryan
Chargé d’Affaires yours, Mrs. Ryan

Mrs. Ryan

LUV IVUY LV uCicial olreang
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OFFICIALS
Dignitaries—Continued

INTRODUCTIONS

in conversation

announced as

“Mr. Norton Ryan”

“The Honorable Norton B. Ryan, Assistant
Secretary of the Navy”

“Afy Tneticoe Ruan”
Va7, suUSUCT n\yan

“Tha Haonarahle Inhn Ionee Rvan Acenciate
i Ne Noneradie Jonn Jones KXyan, Asseciate

Justice of the Supreme Court of the United
States”

“Secretary John Ryan”

“The Honorable John Ryan, Secretary of
Defense”™

“Attormey General Spencer Ryan”

“The Honorable Spencer Ryan, Attorney
General”

“Mr. Paul Ryan”

“Mr. Paul Ryan, The American Chargé
d’Affaires ad interim”

g
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OFFICIALS
Dignitaries—Continued
Position Envelope Invitation
The Chief Justice Official The Chief Justice and
of the Supreme Court The Chief Justice Mrs. Ryan
of the United States The Supreme Court of the
United States
Social
The Chief Justice
and Mrs. Ryan
Congressman (U.S.)* Official Mr and Mrs. Ryan
or Congresswoman The Honorable
James Ryan
House of Representatives
Social
The Honorable
James Ryan
and Mrs. Ryan
Consul General, Consul or Official Mr. and Mrs. Ryan
Vice Consul of the United John Ryan, Esquire

States

ry _ . Y o W L Y o DS, |
American Lonsul enerail
Social

Mr. and Mrs. John Ryan

Former President of the ,
United States of America®

Official

The Honorable
James Lee Ryan
Social

The Honorahle

aal Ja0NLIAL:SC

James Lee Ryan
and Mrs. Ryan

Mr. and Mrs. Ryan

Govemnor of a State

Official

The Honorable
L . N o
1n€ LOVeINorI O

Corial
SOTI8s

The Honorable

The Governor of New York

and Mrs. Ryan

Govemnor and Mrs. Ryan

*The prefix “Representative”™ is never used in correspondence. The tities “Representative™ or *Congressman
orally only on the floor of the House, or in introductions.

¢ A former President receives the courtesy title, *“The Honorable,” unlike when he is in that office.

** are used
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Nionitariec__Conti
Dignitaries—Continued

1 Salutation Complimentary Conversation
Close
The Chief Justice Dear Mr. Chief Justice: Sincerely Mr. Chief Justice
Mrs. Ryan yours, Mrs. Ryan
Mr. Ryan Dear Mr. Ryan Sincerely Mr. Ryan
Mrs. Ryan yours, Mrs. Ryan
The American Consul Dear Mr. Ryan Sincerely Mr. Ryan
General yours, Mrs. Ryan
Mrs. Ryan
Mr. Ryan Dear Mr. Ryan Sincerely Mr. Ryan
Mrs. Ryan yours, Mis. Ryan
Governor Ryan Dear Governor Ryan: Sincerely Governor Ryan
Mrs. Ryan yours, Mrs. Ryan
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INTRODUCTIONS
in conversation announced as
“hiaf Tuetire Inhn Ruan “Tha Hanarahla Tabks Ianaec Rvan The Chisf
ARV E JUDLIVL JUTEIE ANy All A1V AAVMIVIQUINV JUITIE JVIIVY x\] Qily RiiV wiliivi
Justice of the Supreme Court of the United

“Mr. John Ryan”

“Mr. John Ryan, Consul General of the
United States”

“President John Ryan”

“The Honorable John Ryan”
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Position

Envelope Invitation

Judge of a Court

Official Judge and Mrs. Ryan
The Honorable John Ryan

Judge of the United States

District Court for the

Southern District of Texas

Social
The Honorable John Ryan

and Mrs. Ryan

Mayors

Official Mayor and Mrs. Ryan
The Honorable Robert

Ryan

Mayor of San Francisco

Social
The Honorable Robert Ryan

and Mrs. Ryan

Minister of a U.S. Legation

Official The American Minister
The Honorable Cabot Ryan and Mrs. Ryan
Minister, American Legation
Social
The Honorable Cabot Ryan
and Mrs. Ryan

Minister (woman) of a U.S.
Legation

Official The American Minister
The Honorable Clare Ryan

Minister, American Legation

Social
The Honorable Clare Ryan
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OFFICIALS
Dignitaries—Continued

Place Card Salutation Complimentary Conversation

Close
Judge Ryan Dear Judge Ryan: Sincerely Judge Ryan
Mrs. Ryan yours, Mrs. Ryan
Mayor Ryan Dear Mayor Ryan: Sincerely Mr. Mayor
Mrs. Ryan yours, Mrs. Ryan
The American Minister Dear Mr. Minister: Sincerely Mr. Minister
Mrs. Ryan yours, Mrs. Ryan
The American Minister Dear Madam Minister: Sincerely Madam Minister
yours,

91
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INTRODUCTIONS

in conversation

announced as

“Judge John Ryan”

“The Honorable, John Ryan, Judge of the
United States District Court for the Southern
District of Texas”

“*Mayor Robert Ryan” “The Honorable Robert Ryan, Mayor of
San Franciscc™
“Minister Cabot Ryan” “The Honorable Cabot Ryan, Minister of

the American Legation”

“Minister Clare Ryan”

“The Honorable Clare Ryan, Minister of the
American Legation”
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Invitation

The President
and Mrs. Ryan
The White House

Nffirial

Uyl sias

Secretaries of the Armed
Services’

The Honorable

John Ryan
Presiding Justice
Appellate Division
Supreme Court

[
o
- E

Official

Senator (U.S.)

The Honorable
Thomas John Ryan

Secretary of the Navy

Social

Official

The Secretary of the Navy
and Mrs. Ryan

The Honorable

The Honorable
Rhert Ryan
and Mrs. Ryan

Senator and Mrs. Ryan

7
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as members of the Cabinet.
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OFFICIALS
Dignitaries—Continued
Piace Card Salutation Complimentary Conversation
Close
The President Dear Mr. President: Formal Official Mr. President
Mrs. Ryan Respectfully Mrs. Ryan
yours,
Informal Official
Faithfuily
yours,
Mr. Justice Ryan Dear Mr. Justice: Sincerely Mr. Justice Ryan
Mrs. Ryan yours, Mrs. Ryan
The Secretary of the Dear Mr. Secretary: Sincerely Mr. Secretary
Navy yours, Mrs. Ryan
Mrs. Ryan
Senator Ryan Dear Senator Ryan: Sincerely Senator Ryan
Mrs. Ryan yours, Mrs. Ryan
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INTRODUCTIONS

in conversation

announced as

“President John Ryan™

“The President of the United States of
America”

“Mr. Justice Ryan”

“The Honorable John Ryan, Presiding
Justice of the Appellate Division of the
Supreme Court™

“Senator Rhett Ryan”

“The Honorable Rhett Ryan, United States
Senator”
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Position Envelope Invitation
The Speaker of the House of Official The Speaker and Mrs. Ryan

Representatives

The Honorable
John Henry Ryan
Speaker of the House of
Representatives
Social
The Speaker of the House of
Representatives

and Mrs. Ryan

Under Secretaries (Deputy
Secretaries) of executive
and military departments

Official
The Honorable
William Ryan
Under Secretary of
the Navy
Social
The Honorable

The Under Secretary of

the Navy
and Mrs. Ryan

The Under Secretary of the
Navy and Mrs. Ryan

Vice President of the United
States of America

Official

The Vice President
Social

The Vice President
and Mrs. Ryan

The Vice President and
Mrs. Ryan

>
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OFFICIALS
Dignitaries—Continued
Place Card Salutation Complimentary Conversation
Close
The Speaker Dear Mr. Speaker: Sincerely Mr. Speaker or Speaker
Mrs. Ryan yours, Mrs. Ryan
The Under Secretary Dear Mr. Ryan: Sincerely Mr. Ryan
of the Navy yours, Mrs. Ryan
Mrs. Ryan
The Vice President Dear Mr. Vice President: Sincerely Mr. Vice President
Mrs. Ryan yours, Mrs. Ryan
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in conversation

announced as

“Speaker John Ryan”

“The Honorable John Ryan, Speaker of the
House of Representatives”

oYL _ WX L1 Waa?lr . D TT_ 2 _ O b
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“Vice President John Ryan”

“The Vice President of the United States
of America”
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FOREIGN
Dignitaries
Position Envelope Inviiation
Ambassador Official The Ambassador of
His Excellency® and Mrs. Ryan
Pierre Ryan
Ambassador
l'\“
Social
His Excellency
The Ambassador
of
and Mrs. Ryan
Ambassador with personal Official The Ambassador of
title of royalty or nobility His Royal Highness and Prinicess Ryan
Ambassador of
Social

His Royal Highness
The Ambassador of

- A T o
aiia rrincess Ryan

Chargé d’Affaires ad interim

Official
Mr. Donald Ryan
Chargé d’Affaires ad
interim of
Sociai
The Chargé d’Affaires ad interim
of

and Mrs. Ryan

The Chargé d’Affaires ad
interim of _____
and Mrs. Ryan

King

Official
His Majesty

| oD I
rlCdC[lC

Social
Their Majesties
The King and Queen of Denmark

His Majesty
The King of Denmark

* “His Excellercy” is used in addressing a foreign ambassador in the United States and elsewhere.



OPNAVINST 1710.7

17 JUL 1979
Place Card Salutation Complimentary Conversation
Close

The Ambassador Dear Mr. Ambassador: Sincerely Mr. Ambassador

of yours, Mrs. Ryan
Mrs. Ryan
The Ambassador Dear Mr. Ambassador: Sincerely Mr. Ambassador

of yours, Your Royal Highness
Princess Ryan (wife)
The Chargé d’Affaires Dear Mr. Chargé Sincerely Mr. Ryan

ad interim of d’Affaires: yours, Mrs. Ryan
Mrs. Ryan
His Majesty Your Majesty: Respectfully Your Majesty

The King of Denmark yours, Your Majesty (Queen)

Her Majesty

TL N TN . |
1Nne yueen o1 penmark
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INTRODUCTIONS
in conversation announced as
‘“Ambassador Pierre Ryan” *“The Ambassador of ”
“Prince George Ryan” “The Ambassador of >
CAfe NAsetd Dusnn?? CAfe Nocand I Dornen Mo Nl 1AL S o
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“His Majesty Frederick IX”

“His Majesty The King of Denmark”
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Position

Envelope

Invitation

Minister of an embassy”

Official
The Honorabie John Ryan

Mr. and Mrs. Ryan

Minister plenipotentiary of
a Legation

Official
The Honorable Charles Ryan
Muuster of

The Minister of
and Mrs. Ryan

President of a republic

Ofﬁcial

Social

His Excellency
The President of the
Repubiic of

A RL .

and Mrs. Ryan

His Excellency
The l’res:dent of the

His Excellency'®
Johan Ryan
The Prime Minister

The Prime Minister of ____

and Mrs. Ryan

* This position is slightly senior to that of counselor of embassy and there may be one or several ministers in addition
to an ambassador at the embassy or to a minister plenipotentiary at a legation.

'*In Britain and often in North Ireland, Australia, New Zealand, and Canada, the Prime Ministex is a2 member of the

British Privy Council and therefore has the title the Right Honourable. The official envelope would show: The Right Hon,

Ichn Ryan, P.C., M.P.. Prime Minister of Canada.
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Place Card Salutation Complimentary Conversation
Close
Mr. Ryan Dear Mr. Ryan: Sincerely Mr. Ryan
Mrs. Ryan yours, Mrs. Ryan
The Minister of Dear Mr. Minister: Sincerely Mr. Minister
Mrs.Ryan yours, Mrs. Ryan
The President of the Dear Mr. President: Respectfully Mr. President
Republic of yours, Mrs. Ryan
Mrs. Ryan
The Prime Minister of Dear Mr. Prime Minister: Sincerely Mr. Prime Minister
Dear Prime Minister:*! yours, Mrs. Ryan
Mrs. Ryan

'1Used for the British Prime Minister only.

103



OPNAVINST 1710.7
17 JUL 1979

INTRODUCTIONS

in conversation

announced as

“Mr. John Ryan”

“The Honorable John Ryan, Minister of

“Minister Charles Ryan”

“The Honorable Charles Ryan, Minister of

”»

“President Leopold Ryan”

“His Excellency The President of the Republic
of ____”

“Prime Minister Johan Ryan”

“The Prime Ministerof _____ "
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Position Envelope Invitation
Queen Officiai Her Majesty
Her Majesty The Queen of England
Elizabeth II
Queen of England
Social
Her Majesty
Elizabeth 11
and His Royal Highness
The Prince Philip
Duke of Edinburgh
Place Card Salutation Complimentary Conversation
Close
Her Majesty Your Majesty: Respectfully Your Majesty
The Queen of England yours, or
Ma’am (in long
ronuarcatinn)
vwviivwvivativiiy
Your Royal Highness
(husband)
INTRODUCTIONS

in conversation

announced as

“Her Majesty, Queen Elizabeth Ii”

[ 7R 221

er Majesty, Queen Elizabeth II”
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MILITARY

Position Envelope Invitation

Admiral Official Admiral and Mrs. Ryan
Admiral John Paul Ryan, USN
Position Title

General, lieutenant general, Official General and Mrs. Ryan
major general, brigadier general Lieutenant General James

Day Ryan, USA

Position Title

Cnndal
Q001
Licutenant General and

Vice admiral'? Official Vice Admiral and Mrs. Ryan
Vice Admiral Paul Ryan, USN
Position Title
Vice Admiral and Mrs, Paul Ryan
British and Commonwealth Official Admiral of the Fleet
Navies'? Admiral of the Fleet Sir Peter Ryan
Sir Peter Ryan, GCB, DSO and Lady Ryan
Social
Admiral of the Fleet
Sir Peter Ryan
and Lady Ryan
"*The specific rank of naval officers is customarily used on invitations and place cards as well as on envelopes
18nr [YTIIR CIE LI . faoo o . [P, st e N e 6 o



Place Card Salutation omplir
Close
Admiral Ryan Dear Admiral Ryan: Sincerely Admiral Ryan
Mrs. Ryan yours, Mrs. Ryan
General Ryan Dear General Ryan: Sincerely General Ryan
Mrs. Ryan yours, Mrs. Ryan
Vice Admiral Ryan Dear Admiral Ryan: Sincerely Admiral Ryan
Mrs. Ryan yours, Mrs. Ryan
Admiral of the Fleet Dear Admiral Ryan: Sincerely Admiral Ryan
Sir Peter Ryan Dear Sir Peter: yours, or
Lady Ryan Sir Peter
1 advy Dunen
mu] l\’dll
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INTRODUCTIONS
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“Admiral John Ryan (position title)”’

“Lieutenant General James Ryan”

“Lieutenant General James Ryan,
(position title)”

“Vice Admiral Paul Ryan”

“Vice Admiral Paul Ryan, (position title)”

“Admiral Sir Peter Ryan”

“Admiral of the Fleet, Sir Peter Ryan”
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Position Envelope Invitation
Foreign military with title of Official Major Count Ryan
nobility Major Count Ivan Ryan and the Countess Ryan
Social

AEtn Mnsieas Tavmae Derne
™ajor Lowrit fvan nyai

and the Countess Ryan

Place Card Salutation Complimentary Conversation
Close
Major Count Ryan Dear Major Ryan: Sincerely Major Ryan
Countess Ryan Dear Count Ryan: yours, or
Count Ryan
Lady Ryan
INTRODUCTIONS

in conversation

announced as

“Major Count Ivan Ryan”

“Major Count Ivan Ryan”
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INITIALS OF BRITISH HONORS, DECORATIONS,
AND MEDALS

The initials of various distinctions are placed after the surname whenever the individual’s name appears
alone and on envelopes, and in the address section of a letter. They rank as follows: Orders of knighthood,
decorations, medals, civil distinctions, academic degrees, fellowship in royal societies, and membership in
religious orders.

It is customary to put only two abbreviations after a name, using the two differing !- ors highest in
rank for this ;)nmnep and_ addir ing “atc > if the addressee has more than two. The abbreviations are in capital

s Admiral Sir Peter Ryan, KBE., CB., DSO.
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The cight leading orders of kaighthood—the Garter, the Thistle, St. Patrick, the Bath, the Star of India,
St. Michael and St. George, the Indian Empire, and the Royal Victorian Order rank as follows

KG. Knight Companion of the Order of the Garter

KT. Knight of the Order of the Thistle

KP. Knight Companion of the Order of St. Patrick

GCB. Knight Grand Cross of the Order of the Bath

OM. Member of ihe Order of Merit

GCSI.  Knight Grand Commander of the Order of the Star of India

GCMG. Knight Grand Cross of the Order of St. Michael and St. George

GCIE.  Knight Grand Commander of the Order of the Indian Empire

GCVO. Knight Grand Cross of the Royal Victorian Order

GBE. Knight Grand Cross of the Order of the British Empire

KCB. Knight Commander of the Order of the Bath

KCSL Knight Commander of the Order of the Star of India

KCMG. Knight Commander of the Order of St. Michael and St. George

KCIE.  Kaight Commander of the Order of the Indian Empire

KCVO. Knight Commander of the Royal Victorian Order

KBE. Knight Commander of the Order of the British Empire

CB. Companion of the Order of the Bath

CsI. Companion of the Order of the Star of India

CMG. Companion of the Order of St. Michael and St. George

CiE. Companion of the Order of the Indian Empire

cvo, Companion of the Royal Victorian Order

CBE. Commander of the Order of the British Empire

DSO. Companion of the Distinguished Service Order

MVO. Member (4th Class) of the Royal Victorian Order

OBE. Officer of the Order of the British Empire

ISO. Companion of the imperiai Service Order

MVO.  Member (5th Class) of the Royal Victorian Order

MBE, Member of the Order of the British Empire
110
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ANNEX A
Order of Precedence

The Order of Precedence of members of the Armed Forces of the United States when in formation is as

follows:

VoA NHEWN

. Cadets, USMA
. Midshipmen, USNA

Cadets USAFA

. Cadets USCGA

. USA

. USMC

. USN

. USAF

. USCG

. Army National Guard of the U.S.
. Army Reserve

. M.C. Reserve

. Naval Reserve

. Air National Guard of the U.S.

. AF Reserve

. CG Reserve

. Other training organizations of the Army, MC, Navy, AF, and CG, in that order.

NOTE: During any period when the USCG shall operate as part of the USN, the Cadets, USCG Academy,
the US Coast Guard and the Coast Guard Reserve shall take precedence after the Midshipmen, USNA; the USN;
and the USNR.
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ANNEX C

Attire Guidance

Very Formal occasions (White Tie). Occasionally, a very formal evening event (after 6:00 PM.) will require
full dress evening wear specified as “white tie”. This is very seldom worn except by flag officers or those in
the diplomatic corps. When required, white tie is worn to evening dances, weddings, dinners, receptions, and
on state occasions.
White Tie
Military: Formal dress uniform.
Civilian: Gentlemen wear a tailcoat with matching trousers, a white waistcoat, wing collared shirt
and white bow tie.
Ladies wear very formal evening gowns.

Formal occasions.

Daytime. For a formal daytime function such as a wedding in which civilian gentlemen would wear
cutaways, the following applies:

Civilian ladies wear dresses appropriate to the occasion as styles dictate.

Evening. The attire specified for a formal evening function is “Black Tie”. This may be worn to formal
events after 6:00 P.M. such as dinners, receptions,dances, or weddings.

Military: The seasonally appropriate Dinner Dress Jacket Uniform.

Civilian: Gentlemen wear dinner jackets or tuxedos. Ladies wear formal evening gowns.

Ceremonial occasions. For Occasions of State, Ceremonies, and Solemnities, parades and reviews, military
personnel participating wear the seasonally appropriate ceremonial uniform. In general, guests wear the
seasonaily appropriate Service Uniform. Civilian men generaily wear business suits and ladies wear a dress
appropriate to the occasion, as styles dictate.

Informal occasions. Business and informal occasions in the afternoon such as luncheons, receptions or
dinners will call for “Informal Attire”.
Military: The seasonally appropriate Service Dress Uniform.
Civilian: Gentlemen wear business suits and ladies wear afternoon dresses or for evening events, short
dresses of a dressy material, long skirts or dresses or as current styles dictate.

Casual occasions. Casual functions such as picnics, barbeques, sporting events, etc., will call for “casual

A gentleman’s attire may range from an open collar shirt or sweater to a sports coat. Ladies wear slacks
or casual skirts.

Miscellaneous. Retired military personnel, not on active duty, may wear the prescribed uniform to military
functions as considered appropriate. Such occasions may. include commissioning ceremonies, military
weddings, or receptions in which military guests are expected to be in uniform.
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The preceding guidelines are based on the protocol requirements of Washington, D.C. In other areas of
the country, such as California or Hawaii, social occasions call for far less formal attire. When in doubt,

inquire as to local custom.
For additional information on the composition of specific uniforms, refer to the current U.S. Navy
Uniform Regulations.
The increased informality in modern day living dictates a wide latitude in apparel; therefore, guests
should be encouraged to feel comfortable in whatever they choose to wear.
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Primary Planning
—Determine who will host the function.
—Will there be a guest of honor?

—Select a convenient date and time for the function.

—Determine the iocation
Calant nem amverwnn ..a

—oeCTL aii appispriaie a
Guests

—Prepare a guest list.

—Mail invitations 3-5 weeks in advance (include a map if using an unfamiliar location)

—Keep a working list of acceptances and regrets.

—Will any of the guests require special attention: (Handicapped persons, dignitaries to be met, etc.)

Location—if using a ciub or caterer:
—Sclect an appropriate menu

—Ensure an adeouate number of bars and tenders
oars anc qers

AAIGWIV Wil BUVHBGIY Lwnavve Vi swas

—Ensure nonalcoholic beverages are available
—Coat/hat check available

—Name tags at check-in table if desired

—A podium and microphone if needed
—Lighting at appropriate level

—Parking facilities avaiiabie

| V PRGN | PR ey

MISCEUGNIETUS

—Decorations as nnnrnnnat_g flowers

E-1 81840 PP e Y

.
3‘

—Music, at appropriate sound level.
—Photographers, properly briefed beforehand.
—Receiving Line

—Inform members of order beforehand

—Place a carpet runner in desired location of the line

—Have a laDle near Dy 10[ me umes purbcs anu mem

—Snacial svents—will there he sneaches or nresentations?

DpvLias vy

Ll LIVIV UV UPVVLRIVEe) Vi pPIVOviise iV

have junior officers appoinied io pian and/or assisi during a recepiion. The
1
’ )

—Aides. Often it is helpful to have junior officers and spouses aid in manning check-in tables, directing

guests, etc.
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Guidelines for Change of Command Ceremonies

The following guidelines are provided as a reference aid:

Date and Tim

ang imme

The officer being relieved should establish the date for the change of command subject to the
concurrence of the relief and his immediate superiors. The change of command should generally not be
scheduled for Saturday afternoons, Sundays, or national holidays.

The time for the ceremony should be one which will be convenient for guests, and also will give the
host ship time to make the many preparations. Normally, the change of command can best be scheduled to

Nnnae 11N

commence between 0945 and 1100.

Invitations
The preparations and mailing of invitations is the responsibility of the officer being relieved. The officer
is also responsible for ensuring that invitations are sent to the “official family”, which includes Commanders,
Commanding Officers, Chief of Staff, Chief Staff Officers, etc., of all local units and activities, as he knows
these better than does his relief. Inasmuch as the invitations should be mailed two to three weeks before the
ceremony, the relieving officer should forward his guest list in ample time. The officer being relieved should
screen this list to eiiminate dupiication.

A pre-addressed postcard or an envelope with a card should accompany the invitations to facilitate the
R.S.V.P. Consideration should also be given to enclosing gate passes, parking permits, and boat schedules, if
applicable.

If inclement weather would necessitate a shift in location or time of the ceremony, a card with these
details should be prepared and enclosed.
The command should keep an accurate and up to date list of acceptances and regrets as they are

received. Numbering R.S.V.P. cards is heipful as some invited guests wiii not print or write their names

P PR
cieariy.

Change of Command Message
At least a week in advance of the Ceremony, a message announcing the Change of Command should be
sent to the Senior Officer Present Afloat (SOPA).
This SOPA message is customarily used to invite interested fleet officers and their spouses to the change
of command. An exampie of a typical change of command message foilows:

LR | TAMD A er A TIQAI WIATT DE DEY IDUVEN ACQC f‘nl‘\‘A
I. LAUN A. .D LA, UDIY, WILL DL RNLDLULILY Nlm\"DlN

mn
LU AO AS |
(YZ-0000) BY LCDR W. T. DOOR, USN, IN CHANGE OF COMMAND CEREM

(R R Aty A RS AN AINANTAS, USlN, N j¥e tAd VIAUN

75 AT PIER 4, NAVSTA, SDIEGO.
2. ALL INTERESTED PERSONNEL AND THEIR SPOUSES ARE CORDIALLY INVITED TO

ATTEND. UNIFORM FOR ATTENDEES IS AS FOLLOWS:

OFFICERS - (Specify)
DAY TOTITY Q)
CNLIDIED — (OpceClly)
CIVITIANGC _ (Qnancifir)
U1V ILEAIND WpECiny )
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3. REQ SOPA ADMIN SAN DIEGO PASS TO ALL SHIPS PRESENT SAN DIEGO. REQ

COMELEVEN PASS TO ALL SHORE ACTIVITIES SAN DIEGO AREA.”

Local directives will govern the actual form and distribution of change of command messages and should
be consulted before filing.

Programs

DPenarame far tha Annacinn ara nat anlu halafisll far tha miaste hitt Aftan carua snmica ~f thie
LIUERLIGQIID 1UI Wiv UlladiUil arv Ul Ully Ivipiul IVl Jiv guiow, but often serve as souvenirs of this

memorable event. Print shops are available for printing change of command programs. Under normal
circumstances, allow at least ten working days for preparation of the programs.

Inclusion of the following items is desirable:

a. Command insignia, and/or a good picture of the ship or command.

b. Schedule of events for the ceremony. The schedule of events should be detailed enough to provide
guidance for civilian guests who may not be familiar with the customs and courtesies of the military. Make a
note on the program as to when guests will be expected to rise and be seated.

c. Brief biography and photograph of the Commander/Commanding Officer and the Prospective
Commander/Commanding Officer.

d. List of previous commanders/commanding officers, with dates of command.

e. A summary history of the ship or command may be included.

Participation of Seniors
Since the change of command ceremony is an event conducted by and in the interest of the two officers
concerned and in view of the limited Space avajlable in most cases, a maximum of WO Seniors Unc
immediate superior in command and one another) is recommended for participation with one being the
norm. The guest speaker (senior participant) should be invited to speak at least two weeks in advance. A

written invitation to the senior participant and guest speakers is appropriate.

Bands
If at all possible, make arrangements for a band. A band’s presence permits the proper rendering of
honors to Flag Officers and adds zest and a military atmosphere to the entire proceedings. Requests should
be made in writing for record purposes.

Rehearsal
A complicated change of command ceremony requires a complete rehearsal (less the principals) about a
day ahead of time. A rehearsal precludes awkward situations and serves to alert those involved to flaws in
their planning. The lectern, public address system, chairs for the principals, and other miscellaneous hardware
should be in place and the equipment operating for the rehearsal so that, adequacy, positioning, spacing,
etc., can be checked on the spot. The more attention paid to details at the rehearsal, the more nearly
flawless will be the actual ceremony.

Foul Weather Plan
Have a complete and rehearsed, foul weather plan for quick inplementation, if needed.

Change of Command Notice
Prior to the ceremony, commands should issue a change of command notice. This notice should have as
its enclosures, the following
Schedule of evenis (fair weather).
. Diagram ‘of ceremonial area (fair weather).
Schedule of events (foul weather).
. Diagram of ceremonial area (foul weather).

Detailed list of services and equipment desired.

o a0 o
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informing Nearby Ships
Ensure that nearby ships, especially any ships along-side, are kept informed of your plans. Don’t hesitate
to let them know what vou expect of them by way of cooperation in making your ceremony a success
Request that ships in the area use MC systems topside during ceremony only in emergency.

Traffic Control
Coordinate with adjacent or host activities to work out any traffic control problems anticipated.

Parking
Make arrangements for adequate parking near the ship so as to preclude long walks for guests. Care
should be taken, however, to ensure that official cars park sufficiently clear of the brow or ceremonial area

to maintain a clear path for subsequent arrivals.

Junior officers should serve as ushers for all guests and unescorted ladies. Ushers should be lined up in a
military fashion awaiting their turn. Designate an officer to be in charge of the ushers, and make him or her
responsible to see that all guests are properly escorted. Each usher should know those for whom reserved
seats have been designated. When escorting, a male usher should offer his right arm since swords are often
worn.

The area should be laid out so that the guests have a good view of the platform or area where the
ceremony will take place. The principals should be centrally located. If possible, they should be seated on a
raised platform so as to be in full view of the audience. Two lecterns should be placed on the platform with
well-checked out microphones and sound amplifying system. Having a separate lectern and microphone for

the Master of Ceremonies provides one of the most important “secrets to ﬂawlessly executmg a change of

P S 5y i sctar M 1a3 nea alan lannta Y a «ln v r3
articipating senior. The Master of Ceremonies and the Chaplain are also located on the plat T, Lm.g the
departing officer as the host figure, follow the customary ..lter..a!'..g pattern of senior man to host’s right

t i y of sen an s right,
second senior man to his left, etc. Charrs should be located so that none of the principals are hidden by the
lecterns. Guest seating should include reserved marked seats for the incumbent Commander/Commandmg
Officer’s family, the relieving Commander/Commanding Officer’s family, and guests of honor or their family.
An aisle is recommended with the relieving officer’s family on the left side. The wife of a ranking guest
shouid be seated next to the wife of the officer being relieved or immediately behind aepen(ung on the

The Ceremony
Normally, the following program of events should be as follows:
1. Upon arrival of the senior participants, the Master of Ceremonies calls the crew(s) to attention and
asks all guests to rise.
Members of the official party arrive in inverse order of precedence with the senior entering last, except

that the relieved officer will generally precede the relieving officer, although the latter may be junior. Upon
arrival at an activity with a saluting battery, all members of the official party who are entitled to hono.s will
receive full honors less gun salute except for the senior official, whether military or civilian, who is accorded

full honors.

After receiving honors, members of the official party sometimes gather at a designated point to greet
other members of the party as they arrive. They then proceed to their seats on the platform. An acceptable
alternate calls for officers of the command to meet and escort members of the ceremonial party to their

seats upon conclusion of their personal honors As a general rule, arrival or departure honors will not be
rendered to guests at a change of command ceremony
N -
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3. Invocation (Master of Ceremonies requests all military personnel to remain covered).

4. Master of Ceremonies requests all guests to be seated.

5. Remarks by senior officer.

6. Presentation of awards (if appropriate).

7. Remarks and reading of orders by the person being relieved (only those parts of the orders pertinent

to the change of command should be read—Address, Subject, Brief of Content, and Slgnature).

8. The person being relieved orders his flag and pennant hauled down. Full honors as appropriate and
presentation of his flag/pennant.

9. The person relieving reads his orders (pertinent parts only), assumes command, orders his flag or
pennant broken, and receives full honors as appropriate. He reports assumption of command to his
immediate superior, if present, and makes remarks as desired.

10. Master of Ceremonies requests all guests to rise and mili

11. Departure honors for the official party.

12. Master of Ceremonies announces conclusion of the ceremony.
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LJISTATY IWEStriCtions
When entertaining fo.-eign guests, it is important to consider any dietary restrictions they may have,
Png[ to nla_qp_!__o the m . Rasic rules of thumb are t___at Moslems and Jews do not eat por k. Those of the
Hindu and Buddhist fmth do not eat beef. The following chart lists very general restrictions found in certain

countries. This does not allow for individual dietary restnctlons due to religious, medical, or personal
preferences. Therefore, one should determine if these restrictions exist. In general, fish and fowl are
universally acceptable. When restrictions do exist, guard against serving any derivation of that item. Take
particular note to avoid serving combinations of veal and ham or chicken and ham, both of which are

........ 4 ll. 4. NA__0___ _

uriacceptiaoie o MOSIEmMS d.ﬂ(.l JCWb
It is always wise to have a variety of nonalcoholic beverages available to those who prefer them.
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RECORD OF DIETARY RESTRICTIONS

NO BEEF NO PORK RESTR1§8T10N8 OTHER

ARGENTINA X
AUSTRALIA - X
AUSTRIA X
BELGIUM X
BOLIVIA X
BRAZIL X
BULGARIA X -
BURMA X
CAMEROON X
CANADA X
CHILE X
CHINA X
COLOMBIA X
CZECHOSLOVAKIA X
DENMARK X
DOMINICAN REPUBLIC X
ECUADOR X
EGYPT X

EL SALVADOR X
ETHIOPIA X

FINLAND ) ) ) X
FRANCE X
GERMANY X
GHANA X

[
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NO BEEF NO PORK RESTRICTIONS THEKR
GREAT BRITAIN X
GREECE - X
GUATEMALA X
HAITI X
HONDURAS X
HUNGARY X
INDIA X X
INDONESIA X
IRAN X No alcohol
ISRAEL X
ITALY X
JAPAN X
JORDAN X
KOREA X
LERANON X
MALAYSIA X
MEXICO X
MOROCCO X
NEPAL X X
NETHERLANDS X
NEW ZEALAND X
NICARAGUA X
NIGERIA X
NORWAY X
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NO BEEF NO PORK RESTRP;gTIONS OTHER
PAKISTA) X No alcohol
PANAMA X
PARAGUAY X
PERU X
PHILIPPINES X
POLAND X
PORTUGAL X
ROMANIA X
SAUDI ARABIA X No alcohol
SOUTH AFRICA X
SPAIN X
SRI LANKA X II:IJg glgsgs
SUDAN X
SWEDEN X
SWITZERLAND X
THAILAND X
TUNISIA X
TURKEY X
USSR X
URUGUAY X
VENEZUELA X
YUGLSLAVIA X
ZAIRE X
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Sources of Etiquette and Protocol Information
and Regulations

Department of the Navy Correspondence Manual, SECNAVINST 5216.5 series
Flags, Pennants, and Customs, NTP 13

Naval Orientation, NavPers 16138 series

Service Etiquette, Swartz, U.S. Naval Institute, Annapolis, Md., 1977

The Bluejackets’ Manual, U.S. Naval Institute, Annapolis, Md. 20th Edition

The Naval Officers’ Guide, A. A. Ageton, U.S. Naval Institute, Annapolis, Md., 1970
U.S. Navy Reguiations, 1973
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Glossary of Term:

Accreditation—An official presentation of credentials by foreign diplomats (to include military attaches) to
the host government, thereby establishing a date of precedence within that country’s diplomatic or
attache corps.

Attache—A technical expert on the diplomatic staff of his country at a foreign capital. A naval attache is
hic/haer Nawn:lo camracantntiva ¢t o faraion matinm
ILS/IICL IN Y S ICPICIILatlvC U a 1VUITIRll HHauvll

Rlack Tie—Formal attire, generally not worn before 6:00 PM

Military —-Dinner Dress Blue Jacket
Civilian—A dinner jacket or tuxedo for men and formal dress for women.

Calling Card—A small card bearing the name and title/rank of an individual and used socially. Calling card
may be sent with flowers or gifts, as bearers of short messages.

Canapes—An appetizer consisting of a piece of bread or toast, or a cracker topped with a savory spread
Casual Attire—Attire which is never more formal than a sports coat or iélsure suit for men and Sla(:ks or
vial man

s glass is an expression used at Dining-ins meaning to fill nnc’s glass to capacity.
Chargé d Affarres The ofﬁcer in charge of diplomatic business in the absence of the ambassador or minister.
Christening—A ceremony in which a naval vessel is named by a sponsor who breaks a bottle of wine against

the ship’s bow as the ship slides into the water
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delegated representatrve of commandant reads orders for dehvery of ship, attentron is sounded on bugle,
National Anthem is played, ensign, commission pennant, and jack are hoisted simultaneously. The officer
ordered to command the ship reads his orders from Navy Department and orders his executive officer to

- Y

set the waich. Fuil dress uniform is usuauy worn D)’ officers. it is cusiomary to invite IHCnOS of officers
and athare

intaractad tn att
and others int

o tho ro onga
gresieqa (o atend e Liitnivily , aing wi
1

nations. It is blue at the honst with a union of seven whjte stars |t is red and white at th fly, in two
horizontal stripes. The number of stars has no special significance but was arbitrarily selected as
providing the most suitable display. The pennant is flown at the main by vessels not carrying flag
officers. In lieu of the commission pennant, a vessel with an admiral or other officer in command of a
division, squadron, etc., or a high ranking civil officiai aboard, flies the personal flag or command

pennant of that person
Company Grade—Refers to officers of the grades 01-03 in the Army. Air Force and arina O'arne
mpany Lrade—neEeiCrs 10 OICers O € grades vi-Us In tn¢ Army, All £0rc€ anG Marneé Lorps.
Decommissioning—A somber ceremony which terminates the active naval service of ships other than those
lost at sea

Dining-In—A formal dinner given by a unit which follows a traditional format.
Dinner Partner—At formal dinners, a gentleman will often escort the lady who will sit to his right at the
table (his dinner partner).

Ensign—A flag designated by a country to be flown by its man-of-war

Etiqatta_ Rahaviar ~r farm ramiirad hu oand hreading or nrescrihad hy antharity in sacial and offisial lifa
hll\lucl‘c—uclldvlul 11Ut lC\.{uuCu v OV VY UICC\Jllls vi PICDMIIUCU v auuivilt 111 dULial allu vllivial iiie.
Excellencv—A courte vy title used in addressing a foreign ambassador



Field Grade—A term used by the Army, Air Force and Marine Corps to refer to officers of the grades 04-06.
Flag Officers—Refers to officers 0-7 and above.
Formal attire—General term used to refer to “Black Tie” or “White Tie” events.

~ o

General U"lCCl’S—Al’!ny, Air l‘Ol’CC and Marine LO[pS officers graaes 07 and above.

. hi . - oy o i Savarna aahin Py - P

Honorable—A courtesy title used in addressing U.S. ambassadors, ministers, govemors, cabinet officers,
Senators, Congressmen and women, Assistant to the President, Assistant Secretaries, Judoes avo
Senators , Longressmen angd nen, Assistant to the President, Assistant decretanies, Judges, Mayors

Hors d’oeuvres—Any of various savory foods served as appetizers.

Informal Attire—Seasonally appropriate service dress uniform for military.
Civilian: Business suit for men and short dressy dresses, long skirts, or long dresses for women.

Junior Officer—Term used in the U.S. Navy to refer to officers of the grades 01-04.

Keel-laymg —The first milestone in the history of a ship, recognized by a simple ceremony to mark the laying
he keei.

<]
=

for women.

Luncheon—Used interchangeably with lunch in writing to refer to a gathering of individuals for a noon meal.
On invitations: to a luncheon implies a number of guests will attend; to luncheon indicates fewer and a
more intimate group.

Menu Cards—A fon‘nai card approximateiy 4 x 6 inches in size upon which is printed the menu for a formai

Merchant Ensign—The F!ag designated by a country to be flown by merchant vessels of that country.
“Mr. Vice/Madame Vice”—Affectionate term for the junior member of a mess who acts as Vice President for
a Dining-in
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p.c.—pour condoler—to condole, may replace the usual English expressions of sympathy on a card left
persona Iv or sent through the m axl at times of bereavement

hohdays or some specnal event. Cards so inscribed are generally mailed or delivered on the day

being celebrated.
p m.—pour memoire—to remind, a party, etc.
.—pour presenter—to present, is occasxonau n on a friend’s card that has been sent with a
straﬁg r’s card. This is intended to introduce the stranger. When such a card is received, one should
immediately send cards or call on '.be person so introduced.

p.p.c.—pour prende conge—to take leave, is used on a card by the individual who is departing from a
station or community. If it is impossible to call in person, such cards may be sent by mail and
should be left on all officials and all acquaintances by whom one has been entertained.

p.r.—pour remercier—to thank, is written on a card mailed to a person who has sent a card inscribed
with p.f. or p.c.
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Precedence—The right to superior honor on a ceremonial or formal occasion. A diplomat’s “date of
precedence” is the day on which he/she presented credentials to the host government. This date aids in
ranking members of the diplomatic corps.

Protocol—A code prescribing adherence to correct etiquette and precedence.

Receiving Line—A group of people who stand in a line and individually meet and welcome arriving guests to
a social function.

Reception—A ceremony of receiving guest Very often a cocktail party wh1 h has

Regrets only—Used on invitation cards in the
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RS VP _The French ahbreviation for respon ndéz ¢'il vous
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invitations in the lower left hand corner.

Semi-engraved invitation—An invitation generally used for formal and sometimes informal occasions which
allows room for partially handwritten information.

Senior Officer—Refers to naval officers of the grades 05-06.

Skoal—A Scandinavian custom of drinking to one’s health; similar to toasting
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Sponsor—The iiiie given io a promineni lady of the community and member of ihe “Society of Sponsors”
whn narticinatas in tha shrictanina Af 2 chin Cha hraalke a hattla Af nnnn an the haw cf the s‘l-un and
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names it as the ship slides into the water.

Take-in Cards—A small folded card used at formal dinners, with a gentleman’s name written on the outside
and his partner’s name written inside together with a small diagram showing their position at the table.
Toasting—A means of expressing good will toward another by drinking to that wish.

WAVES—A term used aurmg World War ii meamng “Women Acceptea for Voiunteer nmergency Service™.
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The term is now iappropnaw anda snoduid nodt oc used in reference to INGVYy WOmen.
Wettino Down—Slane for a nromotio rtv
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White Tie—A very formal attire not often used in the U.S. today. Uniform—formal dress.
Civilian—full dress evening wear; tails for men; very dressy gowns for women.

X

TNnratanor’'c svada esasr ko O ol .



